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ABSTRACT 

The 1974 revised handbook was prepared as an informal 
guide to services, facilities, and policies at the university, as 
well as university structure and administration. Faculty privileges 
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statements of responsibility and hearing procedures. Specific details 
are given on: attendance at faculty meetings, advising duties, 
leaves, travel, research funds, insurance and other benefit programs, 
salaries, faculty evaluations, rank and promotions, tenure, faculty 
grievances, retirement, outside employment, political activity, and 
use of university facilities. (LBH) 
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The Faculty Handbook of the University of Northern Iowa has been revised 
by a subcommittee of the University Faculty Senate. With each edition of the 
Faculty Handbook, of which this is the sixth, marked improvement is noticeable. 
The Handbook is prepared and issued through the Office of the Vice-President 
and Provost. Ruth G. Fairbanks, Editor of Academic Publications, has edited the 
Handbook. The Senate subcommittee included the following faculty members: 
O. R. Schmidt, Leander A. Brown, and Thomas W. Hill. 

The Handbook was prepared as an informal guide to services, facilities, and 
policies at the University of Northern Iowa. It also carries information on the 
university structure and administration. Inevitably, even though revised every 
two years, the Handbook will contain some out-of-date information or policies 
which have been revised. Usually, if a change has been made after the issuance of 
the Handbook, information about the change or the detailed new policy will be 
carried in the President's Bulletin, 

The Handbook synthesizes information from a variety of sources. Some of 
these should be mentioned and their relative importance indicated. The univer- 
sity is not a Constitutional University (i.e., was not created by approval of the 
Constitution of the State of Iowa) but is a creation of the legislature, as is the 
Board of Regents. Thus, the highest governance reference of the university is 
statutory law, modified as that may be occasionally by federal laws and regulations 
and various court decisions. The statutory law is embodied in the Code of Iowa. 

The Board of Regents develops policies and regulations for the institutions 
it governs and these are accumulated in the Regents Procedural Guide. These reg- 
ulations and policies must of course be consistent with the Code of Iowa. 

In preparation at the present time by the President's Office is a Policies and 
Procedures volume, which will provide an official guide to policy at the university 
by combining elements of the Code and the Procedural Guide with policies and 
procedures approved for this university. It will need to be consistent with the 
Code and the Regents Procedural Guide as the Faculty Handbook, the Faculty 
Manual, the Service Staff Handbook, and other publications should be checked 
for consistency with the Policies and Procedures volume. 

John J. Kamerick, President 
University of Northern Iowa 




Section I 



The University 



The University of Northern Iowa, established in 1876 by enactment of the 
Iowa General Assembly, opened on September 6, 1876, as the Iowa State Normal 
School — "a school for the special instruction and training of teachers for the 
common schools of the state. " In 1909, the institution was renamed the Iowa State 
Teachers College, and under this name attained a national reputation and status 
as a leading institution in the field of teacher education. 

On July 5, 1961, I.S.T.C. became the State College of Iowa after the 59th 
General Assembly authorized the institution to broaden its function "by offering 
programs of instruction in the liberal and vocational arts and such other educa- 
tional programs as the State Board of Regents may from time to time approve," and 
in the same session approved the institution's change of name. The change made the 
school's increased facilities of greater service to the state by making degree pro- 
grams available to those not planning to teach and facilitated the selectivity of 
those admitted and retained in teacher education. Two programs leading to the 
Bachelor of Arts degree, one with certification to teach and one without certifica- 
tion, became available. 

In the spring of 1967, the Iowa General Assembly authorized and the Gov- 
ernor approved the institution to become a university and change the name to the 
University of Northern Iowa— effective July 1, 1967. UNI, together with the State 
University of Iowa and Iowa State University of Science and Technology, is gov- 
erned by the State Board of Regents. 

UNI is a member of the American Association of Colleges for Teacher Edu- 
cation (AACTE) and the Council of Graduate Schools in the United States. The uni- 
versity is fully accredited through the master's degrees and the sixth-year special- 
ist's degrees by the North Central Association of Colleges and Secondary Schools 
(NCA) and by the National Council for Accreditation of Teacher Education 
(NCATE). The university's programs are also accredited by the National Associa- 
tion of Schools of Music, the National Council of Social Work Education, the 
American Speech and Hearing Association, the Iowa State Department of Public 
Instruction, and by the National University Extension Association, and approved 
by the American Chemical Society. 

The university now offers three baccalaureate degrees: the Bachelor of Arts, 
the Bachelor of Technology established in 1968, and the Bachelor of Music which 
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was established in 1969. Programs leading to certification to teach are available on 
both of tho first two degrees. Graduate work leading to the Master of Arts in Edu- 
cation degree was begun in 1952, and in 1960 the institution was authorized to 
offer the second year of graduate work and the Specialist in Education degree. 
The Master of Arts degree program was effected in 1965, and the Specialist's 
program in 1969. 

The university provides undergraduate degree curricula in some 50 areas of 
specialization; and although the preparation of teachers is a primary function of 
the institution, curricula are available in the liberal and vocational arts areas. The 
undergraduate-level programs include as a common core requirement a general 
education program amounting to about one-third of the four-year curricula. The 
remainder of the degree program consists of work in the area(s) of specialization, 
electives, and, if the student is in teacher education, of work in professional educa- 
tion. The graduate curricula emphasize flexibility and limited specific course re- 
quirements at both the master's and specialist's (sixth - year) levels. 

The university has a program of selective admissions at both the undergrad- 
uate and graduate levels. 

Major administrative divisions include: Instruction, Student Services, Ad- 
ministrative Services, and University Relations and Development. The area of 
instruction is divided into five colleges: Business and Behavioral Sciences, 
Education, Humanities and Fine Arts, Natural Sciences, and the Graduate College. 
As of the fall of 1974, there were 29 instructional departments. 

Several rather distinctive characteristics emerge from the nearly 100-year 
history of the institution. It is the only institution maintained by the State of Iowa 
whose primary function is teacher education. It has been served by only six presi- 
dents: James C. Gilchrist, then titled "Principal," Homer H. Seerley, Orval R. 
Latham, Malcolm Price, J. W. Maucker, and (since 1970) John J. Kamerick. UNI 
has consistently given more emphasis and financial support to research than have 
most teacher -education institutions, and its library, totaling upward to 400,000 
volumes and including about 2,500 current periodical subscriptions, furnishes 
strong support for the university's instructional program, and aids the faculty in 
their research as far as is possible within budget limitations. Distinctive, as well, is 
the university's consultative service which makes available to the public schools of 
Iowa the full-time assistance of UNI staff members, temporarily on leave from the 
respective departments. Also noteworthy is the institution's modem Malcolm 
Price Laboratory School in which observation of teaching practices and experimenta- 
tion in new methods are carried on. Most student teachers, however, secure their 
practical experience under supervision in certain selected public schools of the 
state. Supervisors of student teaching at the University of Northern Iowa have 
departmental status within the Department of Teaching. 
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UNI has grown from its original site of a 40-acre campus with one building — 
Central Hall which originally had housed the orphaned children of Civil War sol- 
diers and was destroyeu by fire in June 1965 — until it now embraces more than 
40 principal buildings, a campus of some 650 acres, a faculty numbering about 
575, and a student body of 10,000. Many of the university buildings bear the 
names of individuals once prominent in Iowa education circles. Baker Hall is 
named for George T. Baker, one-time president of the Iowa State Board of Educa- 
tion; Lawther Hall bears the name of Anna B. Lawther, chairman of the faculty 
committee of the same governing body; Malcolm Price Laboratory School, Seerley 
Hall, O. R. Latham Stadium, and the J. W. Maucker University Union preserve the 
names of former presidents, as did Gilchrist Hall which was destroyed in a fire in 
May 1972. Campbell Hall is named for Sadie B. Campbell, former Dean of Women; 
Sabin Hall takes its name from Henry Sabin, an early Iowa Superintendent of 
Public Instruction; and Wright Hall recalls David Sands Wright, who began his half 
century of service to the university as a member of its original faculty. Russell 
Hall, formerly the Music Building, is named for Dr. Myron E. Russell, a member of 
UNFs music faculty for 43 years and head of the Music Department for 21 years. 
In the Towers Complex of student residences, one tower is named after Paul Bender 
a long-time staff member and Dean of Students, and another bears the name of 
David A. Dancer who, for many years, served as Executive Secretary of the State 
Board of Regents. The Regents Complex consists of four residence hails, each 
named after a former president of the Regents: Dwight G. Rider, Henry C. Shuli, 
Harry H. Hagemann, and Alfred W. Noehren, and a dining center named after 
former president Stanley F. Redeker. Although the instructional program is 
financed by the state, the residence halls and food service are being paid for 
from student fees since they have to be self-supporting. 

In 1976 UNI will mark its centennial with a variety of appropriate events de- 
signed to usher in its second century of service to higher education. Planning for 
the year-long observance is already underway. The UNI Foundation in 1973 
launched a 10-year, $10-million fund drive in three phases to finance the con- 
struction of the proposed UNI-Dome — a covered multi-purpose coliseum, an 
auditorium, and special additions to the university's academic resources. In 
preparation, also, is a special commemorative centennial history book dealing with 
the evolution of the institution from its founding in 1876 to the present day. 
Special programs featuring nationally noted educators and other prominent 
figures, as well as individuals and groups renowned in the arts, will be presented 
during the centennial year. 
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Section II 



Administrative and 
Committee Organization 
of the University 

The University of Northern Iowa is governed under the Iowa State Board of 
Regents along with the other two state universities in Iowa. The Board of Regents 
is a nine-member board, each appointed by the Governor of Iowa and approved by 
the State Legislature. The Board of Regents maintains a central office in Des 
Moines, Iowa, which is adminstered by an Executive Secretary with the assistance 
of various other staff members. 

The University of Northern Iowa is organized administratively into four major 
divisions. These divisions are Instruction, Student Serivces, Administrative Services, 
and University Relations and Development. 

The Vice-President and Provost is the chief administrator of the Division 
of Instruction which includes five colleges, as well as a select group of other instruc- 
tional functions and programs. The five colleges in this division are the College of 
Business and Behavioral Sciences, the College of Education, the College of Humani- 
ties and Fine Arts, the College of Natural Sciences, and the Graduate College. The 
Directors of Library Services, Teacher Education, the Individual Studies Program^ 
the Educational Media Center, and the Educational Opportunity Programs and 
Special Community Services also report to the Vice-President and Provost. The 
Vice-President and Provost is assisted by an Assistant Vice-President, Academic 
Affairs, as well as an Academic Publications Editor. The Editor of the North 
American Review reports directly to the Vice-President and Provost. 

The Division of Student Services encompasses the usual assignments. These 
include the Registrar, Director of Admissions, Dean of Students, the Director 
of the University Union, the Director of Student Health Service, the Coordinator 
of New Student Orientation and Advising, and the Director of Counseling Center. 
The Vice-President for Student Services also serves as a special assistant to the 
President and administers the Safety and Security Program with the assistance of the 
Director of Safety and Security. 

The two remaining divisions. Administrative Services and University Relations 
and Development, each provides a service function to the operation of the univer- 
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sity. These divisions include the Business Office, Physical Plant, Staff Personnel, 
Alumni Affairs, Public Information Services, Field Services, the Bureau of Re' 
search and Examination Services, Data Processing, Planning, and a variety of other 
service functions. 

Administrative organization, especially as it relates to the instructional staff, 
is illustrated in Figures 1 and 2 which follow. 



University Faculty Committees 

In addition to the administrative organization, a variety of faculty com- 
mittees and groups serve in policy making or advisory capacities. Currently the 
committee structure includes the following major groups: 

The University Senate. Although the faculty of the university has a basic 
responsibility in the making of university policies, the University Faculty Senate 
functions for the total faculty in most matters because of the size of the faculty. 
However, the faculty retains the right to consider all major matters and, by a 
petition - referendum system, to review any action taken by the University 
Faculty Senate. 

The University Faculty Senate is representative of the faculty in policy 
making and is empowered to act for the faculty in all areas under its jurisdiction. 
The Senate is free to place a problem before the total faculty. 

The integrating functions of the Senate are those of developing greater co- 
ordination in the total university community. This includes the problems of 
developing closer relationships among colleges and instructional departments, be- 
tween the faculty and the students, between the university and the public, between 
the university and the alumni, among the various administrative offices, and among 
the four divisions. 

The advisory functions include making recommendations relative to basic 
policies to the President, to the various interinstitutional committees, to the 
State Board of Regents, to the State Department of Public Instruction, to the 
faculty as a whole. 

The Senate is composed of 18 members, all of whom are nominated by the 
Committee on Committees and by the, faculty. The Senate meets normally on the 
second and fourth Mondays of the month. 

Academic IVIaster Plan Committee. The Academic Master Plan Committee 
develops, in consultation with collegiate faculties and administrative officers, 
long-range academic planning for the university. 
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Membership of the committee is composed of students, faculty, and adminis- 
trators, all appointed by the President and reporting to the Vice-President £ nd 
Provost. The committee meets on call of the Vice-President and Provost, who 
serves as chairman. 

Aciminishative Council. The Administrative Council functions to coordinate 
the activities of administrative units; to discover and resolve administrative prob- 
lems; to survey continuously administrative procedures; when necessary to recom- 
mend administratis policy creation; and, when appropriate, to participate in gen- 
eral policy creation. The Council acts as a decision-making body on questions sub- 
mitted to it by the President. The Council meets the second Monday of the 
month at 10:00 a.m. In the absence of the President, the Vice-Presidenc and 
Provost presides. Membership of the Council includes: 



President 

Vice-President and Provost 
Vice-President for Student Services 
Vice-President for Administrative Services 
Vice-President for University Relations and Development 
Business Manager 

Assistant Vice-President, Academic Affairs 
Assistant Business Manager 
Dean of Students 

Dean of the College of Business and B<>hnvioralJ)ciences 

Dean of the College of Education , 

Dean of the College of Humanities and Fmft Arts 

Dean of the College of Natural Sciences ' ' 

Dean of the Graduate College 

Director of Planning 

Registrar 

Director of Admissions 

Director of Public Information Services 

Director of Field Services 

Director of Educational Opportunity Program 

Director of Library Services 

Director of Alumni Affairs 

Director of the Physical Plant 

Director of Staff Personnel 

Director of Data Processing 

Director of Safety and Security 

Chairman of the Faculty Senate 

Chairman of the Faculty 

President of the UNI Student Association 
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Adtnissioti and Retention. This committee considers admission of undergrad- 
uate students to the university as well as their retention in the university. It super- 
vises the administration of the admissions policies as provided by the State Board 
of Regents and the administration of probation, suspension, and readmission of 
undergraduate students according to the principles adopted by the faculty and 
procedures developed by this committee. 

The membership of the committee is as determined by the University Faculty 
Senate with the Registrar serving as executive secretary. The committee reports 
to the University Faculty Senate, selects its own chairman, and meets at his call. 

AtTirmative Action Corninittcc. The Affirmative Action Committee is re- 
sponsible for monitoring the university's compliance with affirmative action policy 
and procedures for employment, retention, and advancement of staff, and re- 
commends policy and procedures to the President in the area of affirmative 
action. The committee is also responsible for collecting and disseminating in- 
formation relating to federal and state laws, public policy statements, elective 
orders, and other literature pertaining to the subject. 

Committee membership includes the Vice-President and Provost, the Vice- 
President for Student Services, the Vice-President for University Relations and 
Development, a representative from Staff Personnel, a representative from each of 
the three university nonacademic committees (Committee on the Administra- 
tion of Clerical Personnel, Physical Plant Committee, and Student Services Com- 
mittee), the two reviewers (one minority and one female), and two faculty mem- 
bers. The chairman of the committee is the Vice-President and Provost, and the 
committee meets at his call. 

Athletic l^oai'd. The Athletic Board deals with athletic eligibility, awards, 
athletic conference rules, relations with other conference schools, the UNI-Arthur 
D. Dickinson Relays, and the operation of the intercollegiate athletic program. 

The committee is composed of six faculty appointed by the President, two 
students (one appointed by the Student Association and one appointed by the 
"r' Club), the Business Manager, Director of Athletics, and the Head of the Depart- 
ment of Physical Education for Men. The Athletic Board reports to the University 
Faculty Senate and the President. The chairman of this committee is the individual 
appointed by the President to serve as the faculty representative to the North 
Central Conference. The committee meets at the call of the chairman. 

Campus Planning Adviisory Committee. The Campus Planning Advisory 
Committee is charged with responsibility for long-range campus planning, in- 
cluding the location of buildings, streets, walks, playing fields, and parking lots 
and is charged with the responsibility of keeping the faculty informed regarding 
present plans for building modifications as well as the long-range campus plan. 
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The committee is composed of two members appointed by each of the deans 
of the four instructional colleges, one member appointed by the Vice-President 
for Student Services, one by the Vice-President and Provost, one by the Vice- 
President for Administrative Services, and two students. The chairman is elected 
by the committee and meets at the call of the chairman or the Director of 
Planning. 

Colombian Exchange. This committee reviews the activities of the Colombian 
Exchange Program. It makes recommendations on policies and programs, and ar- 
ranges for receiving staff and students from the Universidad Pedagogica Nacional, 
Bogota, Colombia. 

The committee is composed of seven faculty appointed by and responsible 
to the Vice-President and Provost and four students selected by the Student 
Senate. The chairman is selected by the committee which meets at his call. 

CA>mmittee on Committees. The committee makes nominations from the 
university faculty or the instructional faculty for every elective office of the 
university or instructional faculty, except as otherwise provided, and supervises 
faculty elections. In addition, the committee reviews committee structure and 
committee operation, and makes recommendations for elimination of com- 
mittees no longer needed. The committee also suggests appropriate staff for 
university committees and seeks to help spread committee work equitably. 

This committee is responsible to the university faculty and is composed of 
seven members, one elected from each instructional college and three from the 
university faculty at large. The group elects its own chairman and meets at his call. 

Curricula. The duties and responsibilities of the Committee on Curricula are 
as follows: 

A. Power to approve changes in course numbers, titles, and hours of credit. It can 
approve minor rewording of definitions of majors and minors. The University 
Faculty Senate may exercise veto power. 

B. Recommends other changes in courses, majors, minors, and curricula which do 
not materially alter basic curricular patterns to the University Faculty Senate. 

C. It considers new courses, new majors, new minors, new curricula and major 
changes in curricular patterns and makes recommendations to the University 
Faculty Senate. 

The committee is composed of seven elected faculty members — one to be 
elected from and by instructional faculty of each college, including the Graduate 
College, and two members to be elected by and from the instructional faculty at 
large — plus two students chosen by the Student Senate. In addition to the regular 
members, the committoe includes the following ex-officio members: the Registrar, 
who serves as secretary the Assistant Vice-President for Academic Affairs, and the 
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Director of Teacher Education. The Assistant Vice-President for Academic 
Affairs serves as chairman of the committee which meets at his call. 

Educational Policies CkMiiiiiission. The commission has three purposes. First, 
to study all present practices to discover whether or not they conform to accepted 
philosophical principles and are making satisfactory contributions to the achieve- 
ment of the purpose of the university. Second, to consider with administrative 
officials such educational problems and questions as may be important to the 
welfare of the institution. And third, to bring to the administration or any com- 
mittee, suggestions and questions concerning the improvement of institutional 
policies, tiie curriculum, the administration, instructional methods, etc. 

Membership of the Educational Policies Commission includes nine faculty 
nominated by the Committee on Committees and elected by the faculty, and eight 
students selected by the Student Senate. The committee reports to the University 
Faculty Senate, selects its own chairman, and meets on the first and third 
Thursday. 

Elhiiic Minority Cultural and Educational Center Policy Etoard. The princi- 
pal responsibility of the EMCEC Policy Board is to develop a set of broad policies 
for the operation and management of the Center. 

Membership of the board includes three faculty named by the University Fac- 
ulty Senate, six students (three named by the Student Senate and three named by 
the Afro-American Society), one alumnus appointed by the Alumni Board, and 
three community members appointed by the President. The board meets at the 
call of the Director of the Educational Opportunity Programs and Special Com- 
munity Services. 

Faculty Budget Committee. The committee makes available to the faculty 
information which is relevant to all phases of the budgetary processes. Prior to 
the presentation of the annual budget to the Board of Regents, the committee re- 
ports to the faculty on the university budget, budget priorities, and the procedures 
by which they are developed. The Faculty Budget Committee is avaUable for 
consultation with the Faculty Welfare Committee, the Academic Master Plan 
Committee, the office of University Relations and Development, and college 
budget committees, and all other agencies or groups concerned with budgetary 
planning. 

The committee consists of seven members elected as follows: one member 
elected by and from the faculty of each college, including the Graduate College; 
one member elected by and from the university faculty-at-large; and one member 
elected by and from the Faculty Welfare Committee. 

Faculty Welfare Committee. The committee considers and makes recom- 
mendations to the Faculty Senate on all financial and budgetary problems concern- 
ing the faculty, and problems concerning the administration of faculty personnel — 
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such as matters of employment, advancement in rank, shift from probation to 
tenure or continuing employment, evaluation of training and teaching experience, 
teaching loads, formulas for travel allowance, and matters of broad policy which 
do not fall clearly within the scope of other established committees. The com- 
mittee, in accordance with policies and procedures approved by the Faculty Senate 
and the President, serves as a faculty grievance committee. It also serves as a rep- 
resentative of the faculty who may be called on to meet with committees of 
the State Board of Regents or legislature or any other groups that arp considering 
problems of concern to the faculty. 

The University Faculty Welfare Committee is composed of seven members: 
one member elected by and from the faculty of each instructional college, one 
member elected by and from the noninstructional faculty, and two members 
elected from the university faculty-at-large; plus two ex officio members, without 
vote: one college dean and one department head, from different colleges, who are 
designated by the Vice-President and Provost. 

General Fxlucatioii. The General Education Committee continuously reviews 
the effectiveness and relevance of the General Education Program. The committee 
confers with instructional departments and the university faculty and prepares 
proposed additions, alternatives, and deletions to the program. 

The committee membership includes five elected faculty and three students 
elected by the Student Senate. The committee is responsible to the University 
Faculty Senate, The chairman is selected by the committee and meets at his call. 

Graduate Council. The Graduate Council monitors policies and procedures 
and generally oversees the graduate program. The council acts on all graduate 
curriculm matters. Major changes in graduate policies and programs which are 
contemplated by the council are referred to the Graduate Faculty for their 
consideration. In dealin^f with curriculum matters, the Graduate Council functions 
as a permanent subcommittee of the University Committee on Curricula; in 
dealing with other matters, the council acts as a committee of the University 
Faculty Senate. 

The Council has thirteen members. Two are elected from the Graduate 
Faculty at large, and eight are elected from the faculty of the four instructional 
colleges (two per college). The three other council members are ex officio: the 
chairman of the Graduate Faculty, the Vice-President and Provost, and the Dean 
of the Graduate College. The Graduate Dean chairs the council, and it meets at 
his call. 

Individual Studies Board. The Individual Studies Board recommends policy 
to the Vice-President and Provost and the President. The Board hears reports on 
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individual student programs by the Director and confirms his arrangements for 
structuring programs and admitting and dropping students in the program. 

The board is composed of the Assistant Vice-President for Academic Affairs, 
the Director of Individual Studies, four faculty appointed by the Vice-President and 
Provost, and five students elected by the hidividual Studies students and confirmed 
by the Student Senate. The board makes an annual report to the University 
Faculty Senate. The Director of Individual Studies and the President of the 
Individual Studies Student Association serve as co-chairmen, and meetings are 
held at their call. The board is responsible to the Vice-President and Provost. 

Iii^iiraiu e and Retirement. This committee studies and makes recommenda- 
tions concerning all aspects of general welfare of individuals employed by the 
university. In particular, the committee focuses on (but is not limited to) fringe 
benefits. 

The committee is composed of six members appointed by the Vice-President 
for Administrative Services of whom three are nonacademic personnel. The com- 
mittee reports to the Business Manager and to the Vice-President for Administra- 
tive Services. The chairman is appointed, and the committee meets on his call. 

The Panel on Faculty Conduct. The "Procedure for Imposing Discipline on a 
Faculty Member" short of dismissal approved by the UNI faculty and subsequently 
by the Board of Regents in June of 1972 provides for a Faculty Disciplinary 
Committee to be selected from a "Panel on Faculty Conduct." This panel consists 
of 15 faculty members elected for five-year terms by the faculty at large, and 
from this panel individuals will be selected to serve as a committee for each 
specific case that may arise. 

The panel is elected from nominations made by the Committee on Com- 
mittees, and terms are staggered so that one fifth of the total number of terms 
expire each year. The panel seeks to have fair representation from each college 
and the non-instructional faculty and from each academic rank. There is no re- 
striction on the number of terms a member may serve. 

Parking and Traffic Committee. The committee is composed of two sub- 
committees. The Policy Subcommittee suggests to the Vice-President for Student 
Services policies and procedures to control traffic on the campus and to provide 
adequate parking for students, staff, and visitors. The Appeals Subcommittee 
hears appeals to tickets for violating parking regulations and meets weekly to hear 
appeals. Time of these hearings is available through the Security Office. 

The Policy Subcommittee of the Parking and Traffic Committee is composed 
of six staff appointed by the Vice-President for Student Services and four students 
selected by the Student Senate. 

The Appeals Subcommittee is composed of four staff appointed by the Vice- 
President for Student Services and six students selected by the Student Senate. 
Each subcommittee is responsible to the Vice-President for Student Services. 
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President's Cabinet. The Cabinetcoordinates the main administrative divisions 
of the university, acts as the final budget recommending and reviewing body, and 
functions, when necessary, as a final appeals body. 

The Cabinet is composed of: 
President 

Vice-President and Provost 
Vice-President for Student Services 
Vice-President for Administrative Services 
Vice-President for University Relations and Development 

On occasion the Director of Public Information Services also meets with the 
cabinet. 

Cabinet meetings are scheduled the first and third Mondays of the month at 
10 a.m. 

Professional Development Leave Committee. This committee makes re- 
commendations to the Vice-President and Provost concerning acceptability of pro- 
posals submitted by staff requesting professional development leaves and suggests 
priorities among the proposals. 

Membership of the committee includes four faculty (one elected from each 
college) and a fifth member without college affiliation appointed by the Vice- 
President and Provost. . The Vice-I*resident and Provost, or his representative, 
serves as chairman (nonvoting), and calls meetings of the committee. 

Research and Curriculum Development. The function of the Committee on 
Research and Curriculum Development is to stimulate faculty research, review pro- 
posed projects, and make appropriate recommendations to the Vice-President and 
Provost. The committee also makes recommendations to the UNI Foundation 
concerning support of projects. 

The committee consists of the Graduate Dean and four members of the 
instructional staff appointed by the Vice-I*resident and Provost. The committee is 
responsible to the Vice-President and Provost and meets at the call of the chairman, 
who is the Graduate Dean. 

Safety and Health Committee. This committee reviews standards of the 
Occupational Safety and Health Act (OSHA), and recommends policies and 
procedures consistent with OSHA requirements to the administration for final 
review and disposition. The committee also considers educational programs such 
as workshops and special training sessions to help develop understanding and 
awareness of sound safety and health practices among university employees. 

The committee consists of eight staff appointed by the Vice-Presidents for 
Administrative Services and Student Services. The committee selects it own 
chairman. 
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Student Affairs G>iiiiiiittee. The Student Affairs Committee serves in an 
advisory capacity to the Vice-President for Student Services. It reviews, discusses, 
and makes recommendations on matters pertaining to student life. The committee 
also makes suggestions to the University Faculty Senate, Student Senate, and 
existing committees on items concerning the improvement of student life. 

The committee includes five faculty members nominated by the Committee 
on Committees and elected by the faculty, five students selected by the Student 
Senate and the Dean of Students. The committee is responsible to the Vice- 
President for Student Services and meets at the call of the chairman, who is 
elected from the membership of the committee. 

Student Grievances, University Faculty Board of Review. This Board of 
Review hears appeals according to procedures outlined for the redress of student 
grievances in the Faculty Manual and in the Student Guide. 

The Board is composed of five full professors (one elected from each of the 
five colleges). Meetings are called by the chairman, who is selected by the Board. 

leacher Education Standards and Practices. This committee conducts a 
continuous review of the undergraduate teaching curricula and reports to the 
Committee on Curricula with recommendations for revision of strengthening 
of teacher education. The committee prescribes the procedures and methods for 
approval of students seeking admission to teacher education. The committee acts 
on all applications, and has the authority to cancel approvals. The committee 
approves students for the teacher education program according to the basic 
standards and policies set up by the Faculty and the State Board of Regents. 

Membership on the committee includes the Director of Teacher Education, 
the deans of the four instructional colleges, the Registrar, the Director of Student 
Teaching, and two elected members of the faculty who devote the major portion 
of their time to instruction. The Director of Teacher Education serves as chair- 
man of the committee, which meets at his call. The committee is responsible to 
the University Faculty Senate. 

Conunittees on iNon Acadeinic Personnel. There are three committees elected 
to represent the non-academic personnel: the Committee on the Administration of 
Clerical Personnel, the Physical Plant Committee, and the Committee for Student 
Services. These groups advise the President on matters relating to the welfare of 
the non-academic staff and the improvement of the operation of the university. 
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Section III 



Services and Facilities 



Office Machines 

In certain offices and departments of the university are located special types of of- 
fice machines designed to perform particular jobs for which the average office is 
not equipped. The university wishes to make this equipment available, insofar as 
possible, to all departments of the institution for use in research or special projects. 
Since priority in the use of the equipment rests with the office in which it is lo- 
cated, certain conditions must apply to use by the general faculty. Special machines 
and services of possible interest to the faculty and conditions for their use are dis- 
cussed below. 

Addressograpli equipment is located in the University Mail Center. Address- 
ograph plates are maintained for all county superintendents, school superintendents, 
principals, and guidance directors, as well as for faculty members and all other em- 
ployees of the university. Officers of professional societies and campus organiza- 
tions of various types who must keep in periodic contact with their members may 
wish to investigate the use of the addressograph service. Although, in most in- 
stances, the service is provided without charge and without use of a requisition, 
there are some exceptions and it would be well to make inquiry. In this same office 
is an Addressograph-Multigraph Transfer Printer, a machine which combines the 
advantage of the programmed address records for purposes of bulk mailings. 

Postal IVIachincs and IVIailitig Information. Two postal mailing machines are 
located in the University MaU Center, Room 135 and 145, Administration Build- 
ing. Postal service is provided without charge to faculty members or departments. 
However, arrangements must be made with the University Mail Center for paying 
the cost of postage. Information regarding mailing regulations and postage rates 
is available. 

Mail distribution and collection. Mail is delivered twice each day to depart- 
mental offices. At the same time, the campus mail carrier will pick up out-going 
mail. University employees should plan to pick up their mail in the department of- 
fices rather than at the University Mail Center. 

Folding machines are located in the University Mail Center and are avaO- 
able for use by all departments. The office staff will give instructions in the 
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ofjeration of the machines or will provide the folding service when time permits. 
Arrangements should be made in advance for large quantity. 

Two Roijoty|ie inarliines, used only for production of individually typed 
form letters, are located in the office of the University Mail Center. The process 
is not economical unless 50 or more letters are to be produced. Ordinarily one 
should not ask to have a letter robotyped unless it is to be personalized for each 
recipient. Check with the Director of Field Services concerning use of this facility . 
If he agrees to having the letter robotyped, there will be no charge. 

IMiotocopy iiKH'liines are located in the UNI Library, the Office of the 
Registrar, the Curriculum Laboratory in the Education Center, and the Mimeo- 
graph Office (Printing Room), as well as various departmental offices on campus. 
The Library's photocopy service is primarily designed to provide for the copying of 
library material. Other materials should be directed to departmental or other 
machines in the university's various administrative units and academic depart- 
ments. There is a charge for most work done for staff and students e.xcept for the 
75 pages of photocopied library material available to faculty members each 
semester, without charge. 

Instruction and RcseaiTli Com|Hiting Services. Computation Services, located 
in Rooms 42-45 Baker Hall, provides computing facilities and services to meet the 
instruction and research needs of the University community. UNI is linked via 
telephone line to IB.M 360/65 computers located at Iowa State University and the 
State University of Iowa. UNI faculty and students have access to hundreds of 
programs and program packages in the ISU and SUI computer libraries via the 
computer terminal in Baker Hall. The Computation Services staff is large enough 
to meet the computing needs of UNI faculty and students, yet small enough to 
be responsive to your needs. Computation Services provides the following 
services: 

• non-credit short courses in program languages and computer usage 

• user's manual 

• assistance in systems design 

• program debugging assistance 

• software consultation 

• keypunching 

• open use of keypunching equipment 

• processing of computer programs 

• custom programming 

Each faculty member who wishes to use the computer and /or keypunching 
facilities for instruction or research, should consult with Computation Services 
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staff during the early planning stages of the project. The purposes of the consulta- 
tion session are to determine possible funding sources and determine which exist- 
ing computer programs or program packages meet your needs. Computation 
Services staff also provides a limited custom programming service. 

Typical applications of the programs and program packages available in the 
ISU and SUI computer libraries include: analysis of variance, basic statistics, 
factor analysis, literature content analysis, literature search, non-parametric 
statistics, questionnaire evaluation, simulations and regression analysis. Program 
packages (a series of easy-to-use programs) are also available and include: Bio- 
medical Computer Programs, International Mathematical and Statistical Library, 
Non-parametric Stati.'ics, OMNITAB, Scientific Subroutine Package, Statistical 
Package for the Social Sciences. User programs can also be written in FORTRAN, 
COBOL, PL/1, ASSEMBLER, ALGOL 60 or SNOBOL programming languages. 

iVliineo«;rapli Services. The university maintains a duplicating center, re- 
ferred to as the "Mimeograph Office" or "The Printing Room," which is equip- 
ped to do mimeograph or offset work. The service is available to all faculty mem- 
bers and staff. 

Mimeograph service is requisitioned on the yellow requisition blank. The 
typed material to be duplicated must be attached to the requisition and signed by 
the department head and then sent on to the Business Office to be approved. 

At least one week (or two — depending on the size of the job) should be al- 
lowed for the work to be completed. Final examinations should be submitted at 
least two weeks in advance. At times, when there is a large amount of work 
ahead in the mimeograph service, faster completion will be possible if the 
original master-ready copy is brought in to the Mimeograph Office in advance by 
the departrnental offices. 

Counsel on special duplicating problems (offset or mimeograph) will be 
provided by the staff of the Mimeograph Service. 

The Secretarial Pool is located in Room 35, Baker Hall. The Secretarial Pool 
has equipment for recording dictation made from any extension telephone in the 
university. Instructions for using this service may be obtained by calling the Secre- 
tarial Pool. This office also has IBM magnetic typewriters and is equipped to do 
many secretarial jobs that cannot be handled by the secretaries in the various de- 
partments. The Secretarial Pool is also equipped to set up material for printing. 
Instructors are invited to visit the Secretarial Pool office to ascertain the specific 
services that can be rendered by the staff and equipment in that office. 

University Mail Center 

The University Mail Center is part of the Field Services Division, and in- 
cludes among its activities the handling of mass mailings for the university. 
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Large numbers of letters, brochures, pamphlets, and bulletins can be prepared for 
mailing in a short time. Robotype letters are also prepared. 

Faculty members interested in any of the s rvices offered should see the 
Director of Field Services for details. 

All incoming U. S. mail is received in the Mail Center for distribution to the 
various departments and offices, and outgoing mail is dispatched to the city post 
office several times during the day. Distribution of campus mail is also handled 
by the Mail Center. 

Business Office 

Requisitions. Instructional supplies, equipment, alterations and special serv- 
ices requiring the expenditure of funds or labor must be requisitioned in advance 
through the Business Office. Pads of yellow requisition blanks may be secured in 
the Business Office or in departmental offices. In most instances, a requisition re- 
quires the approval of the department head. 

The initiator of a requisition to purchase material will receive a copy of a 
formal, blue purchase order by ^vay of acknowledgement. Requisitions for special 
services, if approved, will be forwarded without formal acknowledgement to the ap- 
propriate service department. 

Certain commonly used office supplies are stocked in the Business Office 
and Mimeograph Office for sale to departments and offices. A "Local Small Or- 
der Form" is available for use of departments to purchase certain small items off 
campus. The procedure allows prompt pick up of inexpensive items without 
much paperwork. Contact the Business Office for specific details regarding the 
use of these forms. 

Purchases of any kind, except by requisition, should not be made unless 
special authority is granted by the Business Office. This precludes the possibility 
of making purchases and then submitting requisitions to cover the charges. 

Keys. Keys to buildings and rooms are issued by the Business Office. The 
keys are requisitioned by the head of the department from the Security Office. 
That office will prepare the key record card and forward the key and card to the 
Business Office as quickly as possible. The key record card must be signed and the 
deposit (usually $1.00 or $2.00) paid at the Business Office. The deposit is re- 
turned when the key is returned to the Business Office. Staff members should 
not pass keys to one another. No staff member is authorized to possess a uni- 
versity key until it has been requisitioned by the department head and signed for 
by the staff member on the key record card. The key deposit will be returned by 
the Business Office only to holders of record. 
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Lo»\ aiul FoiiihI. The Business Office maintains a Lost-and-Found service for 
the convenience of all members of the community. Found items should be turnod 
in promptly to the Business Office in order to expedite their return to owners. 

Borroniii^ Kc|uipiiieiit. State law forbids the lending of university - owned 
property to individuals or organizations not connected with the university. Faculty 
members who wish to use university equipment for off -campus lectures, classes or 
research projects may make arrangements through their department heads or the 
Business Manager. 



Physical Plant Department 

The Physical Plant Department is responsible for maintenance, repairs, and altera- 
tions of university buildings and the upkeep of campus grounds, providing custodial 
service, supervision of construction, and for special services to the faculty and 
administration which fall within its jurisdiction. 

Work requisitions are required for all services except those involving building 
maintenance, minor building repairs, or emergencies. Requisitions must be routed 
through the Business Office to be processed. Adequate time should be allowed: 
requisitions for services should be initiated at least two weeks before the work is 
to be done; requisitions for built-in equipment or alterations should be initiated a 
month (minimum time), or more, in advance of the need, depending on the size 
of the project. 

Special assistance is offered by the Physical Plant Department in designing 
and planning major alterations and repairs. A work requisition breifly outlining 
the need should be submitted through the Business Office. The department in- 
itiating the requisition will be contacted by a Physical Plant Department rep- 
resentative. 

Purchase of equipment which is to be permanently attached to the buildinf, 
or which will require utility connection other than 110-volt AC current, should be 
discussed with the Physical Plant Shops office before the purchase requisition is 
submitted. 

Emcrgcticies* other than fire, should be reported immediately by telephone 
to the Physical Plant Shops office, (UNI Ext. 3-2682). Building maintenance or 
minor building repair needs should be reported directly to the Physical Plant De- 
partment through campus mail on the form headed "Request for Minor Repairs**. 
This form is obtained at the Physical Plant Department office or in departmental 
offices. The use of this form is reserved to items which are clearly the maintenance 
responsibility of the Physical Plant Department; this includes buildings and build- 
ing equipment, and certain general classroom furniture. 
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The Building Services Division is responsible for the housekeeping in all 
academic bUiidings, The custodians' duties include routine and special cleaning of 
all floor areas, Venetian blinds, shades, light fixtures, rest rooms, and spot cleanin' 
of walls, as well as replacement of most light bulbs and fluorescent tubes. Custo- 
dians are provided with manuals outlining assigned areas, procedures for cleaning, 
and frequencies that cleaning tasks are to be performed. Areas assigned are such 
that a conscientious worker does not have time to perform special functions for 
ac^ademic departments. Special and emergency custodial services are handled 
through the Building Services office, (UNI Ext. 3-2306). 

The University Library 

The Library 8 Resources. The principal collections that make up the library's 
total resources are as follows: 

General Book Collection 
Periodical Collection 

Documents Collection (U. S. Government Publications) 

Map Collection 

Art and Music Collection 

Micro Material Collection 

Browsing Collection 

Youth Collection (children's literature and other typical school media center 
material) 

For information on the arrangement, classification, and scope of these and other 
collections, see the Library Handbook or inquire at the Information Desk in the 
library. 

Ordering Library IVIaterials. Faculty members are invited to recommend books, 
periodicals, musical recordings, non-music audio cassettes, reproductions of art 
works, etc., for purchase by the library. Special cards for making such requests 
may be obtained from the Acquisition Department in the library or the library 
liaison in the various academic departments. Persons na^/ ask to be notified 
when requested items are ready for use. 

Rej^erve iiooLs. Because the Reserve Book Collection is a closed collection, a 
book should not be placed on reserve unless a class will be given specific reading as- 
signments in that book. Questions concerning Reserve Book service should be 
directed to the Head of the Circulation Department. Order requests for reserve 
books should go directly to the Circulation Department of the library. 

Pliotocopying. The library has a program through which each instructional 
faculty member may receive 75 free photocopied pages of library material each se- 
mester. Non-library material and library material beyond the 75 free pages will be 
photocopied at the individual's expense or charged to other university budgets. 
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Under terms of the current copyright law, the library makes only one copy of 
copyrighted material. 

Loan Pi*ivileges. Faculty members may keep books from the general collection 
beyond the designated due date when there is continuing need, but all faculty 
members are expected to respond promptly to recall notices from the library. 
When books are not being used they should be returned to the library to make them 
available to other persons and to avoid unnecessary recall notices. Faculty members 
are expected to observe designated due dates for books from the Reserve Collec- 
tion, the Youth Collection, and the Browsing Collection and recordings from the 
Art and Music Collection. Unbound periodical issues do not circulate. Faculty 
members use their regular faculty ID cards to charge out library material. 

Ititerlibrary Loan. Faculty members may request that books or periodical 
material not owned by the UNI Library be borrowed from other libraries. General 
codes and policies limit the type of material and quantity to be borrowed and 
obligate the borrowing library to observe conditions imposed by the lending 
library concerning use of material and duration of loan. Requests for periodical 
articles are usually filled by photocopies. The library provides each faculty 
member, without charge, up to 75 pages of interlibrary loan photocopy per 
semester. The faculty member pays the actual charges incurred for photocopies 
in excess of 75 pages. Interlibrary loans are handled by the Reader Service Depart- 
ment. 

FacuUy Authorization Card. A faculty member may have someone else 
(such as a secretary or a student assistant) check out materials for him if a 
Faculty Authorization Card is on file in the library. Inquiries about this procedure 
should be directed to the circulation department. 

Table of Contents Copying. The library will provide to faculty members, 
without charge, photocopies of the table of contents pages of scholarly journals. 
Faculty members desiring this service should apply to the circulation department 
indicating the titles of the journals in which they are interested. The journals 
designated by an individual should have a fairly obvious relationship to ais 
subject field and the list of titles should be reasonable in number. 

Faculty Studies. The library has a limited number of studies available for 
assignment to faculty members. Assignments are for a full semester. Applications 
should be submitted one full month before the first day of the semester for which 
an assignment is requested. Applications are available in the office of the Director 
of Library Services. 

Library Bulletin. This is a listing published every two weeks of material 
acquired by the library. It is distributed regularly to faculty members who request 
it. Requests should be sent to the acquisition department. 
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Educational Media Center 



The primary function of the Educational Media Center is to provide a variety 
of media, equipment, and services for the total university. The Educational Media 
Center consists of seven closely related areas— the Audio Production Services, the 
Audio-Visual Services (including the Audio Listening Center), the Communication 
Center (Education Center Building), Graphics and Photographic Services, the 
Media Laboratories, Motion Picture Production Services, and Television Services. 

Audio Production Services provides opportunities for professional sound 
recording, mixing, and editing in studio or on location. Located on the third 
floor of the Auditorium, this service is equipped to produce high quality master 
tapes in both reel-to-reel and cassette formats. 

Audio-Visual Services, located on the first floor of the Commons, is the 
university-wide service ag.^ncy charged with the responsibility of obtaining, 
distributing, and coordinating media software and equipment. The A-V Center 
provides a complement of audio-visual equipment in each instructional building 
and also maintains a variety of media equipment which is available for check-out 
in the Commons. The Audio-Visual Center also maintains a library of media 
software consisting of 8 and 16mm films, regular and sound filmstrips, slides, 
audio tapes, and records. Fifty-five carrels are available for previewing media 
software. 

The Communication Center, in the basement of the Education Center Build- 
ing, utilizes a unique color television system to distribute all types of audio-visual 
media to every classroom and laboratory in the building. The Center also contains 
a color television studio and control room for the origination of professional color 
television programming. The five large lecture halls are equipped with multiple 
rear screens and remotely controlled multi-media equipment. 

Graphic and Photographic Services, located on the ground floor of the 
Commons (west), provides diverse systems for the design and production of 
media materials. Almost any type of audio-visual material can be produced locally 
to assist faculty and staff in implementing instruction. Examples of these 
materials are overhead transparencies, posters, charts, reproduction copy for off- 
set, printed learning packages, three-dimensional models, displays, photographs, and 
slides. 

The iMedia Laboratories, located on the second floor of the Commons, 
provide facilities, equipment, and self-instructional programs for all students and 
faculty who want to produce their own instructional materials or learn the opera- 
tion of a wide variety of audio- visual equipment. In addition, a media supply 
room houses materials available for purchase. 
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!Vlotiori Picture Production provides a university-wide service in super 8mm 
and 16mm filmmaking, including budgeting, production planning, filming, titling, 
limited animation, and sound recording. Two studios and an editing room have 
been established in the Commons for on-campus production activities. 

Television Services provides four-fold capabilities to the university community. 
A professional television studio, located on the third floor of the Auditorium 
building, is connected to five large classrooms, all equipped with high quality 
television monitoring facilities. A smaller classroom-studio, with all equipment 
remotely controlled, can be scheduled for recording of student-teacher performance 
and other classroom activities. Two pieviewing areas, for both small-and large-group 
viewing of prerecorded video tapes, are also available in the same building. 

Currieuliitn Laboratory 

The Curriculum Laboratory is a facility where students and faculty, as well 
as in-service teachers and administrators, may pursue educational studies and pro- 
jects related to curriculum and instructional development. The Curriculum Labora- 
tory is located on the second floor of the Education Center, room 222. 

Since the Curriculum Laboratory moved into its new facility it has both 
increased its size and its services. To facilitate the use of innovative materials 
which are available to faculty and students, the Lab has employed a key-sort 
system for notifying faculty of materials available and materials received. Ap- 
proximately 50,000 educational publications are systematically organized and 
available for examination, study, and research. Included in the Lab are approxi- 
mately 6,000 elementary and secondary curriculum guides which are produced and 
used by school systems throughout the United States. Other widely used materials 
include approximately 400 resource units, 5,000 current educational materials 
and equipment catalogs, 500 commercial games, 8,000 professional pamphlets and 
research monographs, 10,000 elementary and secondary textbooks, and 1,500 
educational methods books. The Curriculum Laboratory has also added Xerox 
copying service to faculty and students. 

University Museum 

The University Museum, located in the Physical Plant Shops Building on 31st Street 
west of Hudson Road, is available as an educational resource to both university 
classes and area schools, and is also a cultural facility for local clubs and individ- 
ual visitors. 

Four subject categories comprise the Museum's collections: geology, biology, 
anthropology, and history. The geology collection consists of some 28,000 speci- 
mens, and the bird collection includes most birds indigenous to the midwest as well 
as some rare and extinct birds. Collections also contain large and small mammals, 
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reptiles, fish, and marine invertebrates, including 38,000 shells. American, Iowa, 
and local history are represented fi om colonial times to the present by a variety of 
artifacts and written and printed documents. The anthropology area, which began 
with a collection of Indian arrowheads, axes, mauls, and Pueblo pottery, is the 
most rapidly expanding area now at the Museum and includes important col- 
lections from Africa, Asia, the Pacific Islands, and South and Central America. 

The Museum is open afternoons from 1 to 4:30 p.m. Monday through Fri- 
day during the academic year; mornings from 9 o'clock to 12 noon, Monday 
through Friday, during the 8-week summer session; and the first and third Sun- 
days of each month from 2 to 4:30 p.m. when the university is in session. Groups 
are welcome to visit at other times also by special appoinlment. Although large 
groups such as classes and clubs are asked to phone or write the Museum in advance 
for appointments, all others are invited to come without appointment at any time 
the Museum is open. 

Archives 

The Archives, located in the Library, are designed for the collection and preserva- 
tion of historical materials relating to the University of Northern Iowa. They con- 
tain extensive collections of official correspondence relating to the university, 
files of the publications of the university since 1909, and much published material 
dating back to the Iowa State Normal School, 1876-1909. Faculty members and 
students interested in any item relating to the history of the university are in- 
vited to consult with the Archivist for answers to their questions. 

Contributions of material appropriate for the Archives are earnestly solicited 
from the university's various administrative units, academic departments, commit- 
tees, and organizations. 

Bureau of Research and Examination Services 

Faculty members are invited to consult the Bureau to explore the many opportuni- 
ties and facilities for research that exist in the university and for assistance and 
counsel concerning any specific research problem. The following items, discussed 
elsewhere in this booklet, should also be consulted by the reader interested in re- 
search: Research Funds, Machine Tabulation Services, and the Library. 

Aid is also provided by the Bureau in the construction and analysis of course 
tests or examinations and in the scoring of tests on the IBM test-scoring machine. 

Field Services 

A variety of services that have to do with the university relationship with off- 
campus students, teachers, and the public in general is included in Field Services. 
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The following separate services are represented: Extension, Museum, the Office of 
Career Planning and Placement, and the University Mail Center. Activities of 
these offices which are of special significance to the faculty are discussed under 
separate headings. 

Extension Service 

The Extension Service is the most ramified area in Field Services. In addition to 
the areas of Consultant Services, Educational Publications and the dispatching of 
university cars, which are discussed under separate headings, the Extension Service 
includes the organization and administration of off-campus credit classes, on- 
campus non-credit classes, correspondence study, education conferences, as well 
as serving as an information resource for university speakers and providing per- 
sonnel for Career Days, College Nights, and in-service programs for schools and 
business. 

Consultant Services 

The Consultant Service program is one of the most significant activities of the Ex- 
tension Service. Its main purpose is to assist school administrators, supervisors 
and teachers with in-service work. To staff this program regular members of the 
various departments of the university are primarily used on a part-time basis, 
with occasionally a person being assigned on a full-time basis for a semester or 
part of a semester. 

Consultants use a variety of methods to introduce new teaching techniques 
along with suggesting current instructional materials. They give demonstrations, 
design workshops, as well as work through individual and group conferences with 
teachers and administrators. Consultants assist with such problems as curriculum 
revision, school surveys, planning and equipping school buUdings and school librar- 
ians. The current charge for a consultant to serve in the public schools varies 
from no charge to $50 per day or for any part of a day. DetaUed information on 
such charges is available in the "Consultant Bulletin" published annually by the 
Extension Service. 

For special consultative assignments, such as teachers pre-school institutes, 
content judging, Saturday field work, or assignments demanding special preparation 
the faculty member may expect to receive a stipend from the school district 
served. The amount varies from approximately $25 for one-half a day to $50 - $75 
plus travel expenses for an entire day. 

The Department of Business Education and Office Administration, and the 
Department of Industrial Arts and Technology, in cooperation with the Extension 
Service and the State Department of Public Instruction, have sizable programs of 
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consultative services in their respective areas of specialization. These programs are 
well subsidized by federal funds, making it possible for selected members in the 
respective departments to devote a considerable amount of their professional effort 
to consultative services and the offering of short courses, conferences, extension 
classes and workshops throughout the state. 

Educational Publications 

The Extension Service is responsible for the sale and distribution of various educa- 
tional publications of the university. These publications are designed to meet in- 
structional needs and to disseminate the results of faculty research. 

Three types of publications are issued: Educational Service Publications, 
which provide suggestions on teaching techniques or problems; Research and Sur- 
vey Series, which describes the results of faculty research; and the Instructional Ma- 
terials Bulletins, which list articles, books and pamphlets relating to a particular 
area or topic. The educational films produced by the Univeristy of Northern Iowa 
are advertised and marketed by the Extension Service. The publications are dis- 
tributed at cost with a price list being available at the Extension Office. 

Faculty members with ideas for new publications in any of the three publica- 
tion series are invited to discuss possibilities with the chairman of the Committee 
on Educational Publications. 

University Cars 

University cars are scheduled through the Extension Office. OrdinarUy a faculty 
member who travels off campus processes an absence form on which he may re- 
quest the use of a university car, if desired, provided the trip is university business. 
If the trip is sponsored by the faculty member's department, the department's 
travel budget is charged at a rate of seven cents a mUe. If the trip is at the request 
of the university, or is considered "general travel," there is no charge. University 
automobiles may be used only for university business. 

Priority in use of university cars is given to full-time extension workers and 
to those traveling at the request of the university. There are certain limitations on 
use of university cars for out-of-state or long-distance travel. These and other rules 
and regulations can best be clarified by talking with the Director of Extension 
Service. 

The university carries liability insurance which covers faculty and other staff 
members when they drive university cars on official business. The coverage is as 
follows: $50,000 for property damage, $250,000 for personal injury or death of 
one person and, subject to said limits for one person, $500,000 for personal injury 
or death of more than one person arising out of a single accident. Faculty members 
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injured while driving or riding in a university car while on university business are 
covered by Workmen's Compensation and Automobile Liability hisurance. All 
drivers of university cars should make certain that they have personal driver's li- 
censes valid in Iowa, and passengers as well as drivers should see that their travel 
is properly authorized. Coverage does not apply to passengers who are not em- 
ployees of the university, and they should not be permitted to drive university 
vehicles. 

Alumni Services 

The Alumni Service maintains an up-to-date file of graduates of this institution and 
theii- current addresses. The Alumnus, containing news of the alumni and the uni- 
versity, is mailed quarterly to all alumni and faculty members. The Alumni Service 
office will cooperate with faculty members interested in special lists of alumni and 
will assist in addressing mailings upon request. The office has records for over 
40,000 alumni and a current mailing list of over 38,000. 

The University of Northern Iowa Foundation 

The University of Northern Iowa Foundation is a nonprofit, tax-exempt corporation 
established to provide alumni, faculty, and friends of the university a means of 
contributing both ideas and money for strengthening the institution and for pro- 
viding additional opportunities for her students and faculty. 

The Foundation provides scholarships, money for research and equipment, 
and other worthwhile projects contributing to the development of the University. 
As part of the program observing UNI's 1976 centennial anniversary, the UNI 
Foundation is involved in a lO-year-lO million dollar fund drive for capital 
improvements. 

It is not the intention of the UNI Foundation to relieve the state of its obli- 
gation for adequate support of the institution but rather to provide funds for those 
things which help to make a great institution and for which state funds are not 
likely to be forthcoming. 

Since its origin in 1959 to 1974, the Assets of the Foundation have grown 
to over $1,000,000. 

Broadcasting: Services 

The Broadcasting Services Department is located on the second floor of the 
Old Administration Building. The department oversees the production and distri- 
bution of broadcast related materials from the university to commercial and 
educational broadcast outlets and operates the university's two public radio stations 
KHKE-FM and KUNI-FM. 
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Since 1942, the university has produced programs of instruction and informa- 
tion for broadcast stations throughout the state. These features are prepared by 
specialists on the university staff and are produced by Broadcasting Services. V 

The university first entered the field of educational radio in 1960, when 
the Federal Communications Commission granted permission to operate KTCF, 
a ten watt FM station. Since that time a series of call letter changes, increases in 
power and rapid expansion have brought about the existance of two noncommerical 
educational radio outlets. 

KHKE, so named in honor of retired Director of Broadcasting Herbert V. 
Hake, broadcasts with a power of 2,000 watts and serves the Waterloo-Cedar 
Falls communities with fourteen hours of concert music and fine arts programming 
each day. 

KUNI, one of the furthest reaching FM stations in the midwest, broadcasts 
with a power of 100,000 watts and provides eighteen hours of cultural, educational 
and informational programming a day to over one million lowans. 

KHKE is located at 88.1 megahertz and KUNI at 90.9 megahertz on the 
FM dial 



Office of Public Information Services 

Interpretation of the activities of the university to citizens of the state is the 
responsibility of the Office of Public Information Services. Through issuance of 
publications, general news releases, sports releases, and photographs this office 
attempts to give a continuing accounting to the taxpayers who support the in- 
stitution. Effort is made to interpret the objectives, policies, and methods of 
the university and its various services and activities. 

This office handles the technical production of university publications, pro- 
vides supervision for student publications, offers consultation in problems of 
public relations involving the activities of students, faculty, and administrative 
staff, and assists in planning and executing the public information program of the 
State Board of Regents. 

Members of the instructional and administrative staff of the university come 
to this office for help in planning and producing printed materials, including 
folders, leaflets, booklets, and bulletins. They come here, also, when they wish 
to provide information for the regularly issued news releases and news photographs 
which interpret the teaching, research, and service activities of the university to 
the general public. 

The general news service, a part of the office, is responsible for the dissemin- 
ation of news and information about the institution, its program, staff and students. 
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Faculty members are invited to report items which they consider newsworthy. 
These items may include information about, research projt^cts, conventions, confer- 
ences, special classroom projects, outstanding achievements in professional organiza- 
tions by staff and students, drama, music programs, as well as other scholarly 
activities. Those wishing to publicize conferences, workshops, or other meetings 
are urged to contact the office considerably in advance of the event. 

The office endeavors to maintain a complete file of biographical data sheets 
and photographs of all faculty members. Cooperation of new faculty members is 
requested to keep the file up-to-date. Arrangements can be made to have a picture 
taken by the Public Information Services staff photographer. 

Visitors to the Campus 

During the course of a year, many people visit the university campus. Faculty 
members are encouraged to invite prospective students and their parents to visit 
the campus. Visitors may be directed to the Admissions Office for information 
and for arrangement of tours of the university facilities. 

The Office of Admissions is open during the regular school session from 
8:00 a.m. to 5:00 p.m., Monday through Friday. During the summer months, 
the hours are from 7:30 a.m. to 4:30 p.m. Saturday is not normally a good day 
for appointments and tours of the campus; however, an admissions counselor is 
available on Saturday mornings. 

Career Planning and Placement 

The Office of Career Planning and Placement assists prospective graduates 
and alumni to secure positions in accordance with their qualifications and personal 
interests. Registration with the office is a graduation requirement for those on 
the undergraduate teaching program. For all other graduates, registration is re- 
commended but not required. 

To be eligible for placement services in teaching, an undergraduate must be 
in the final year of his teaching education program and must qualify for recommen- 
dation by the university for an initial teaching certificate, or for an additional en- 
dorsement or approval. On the graduate level, the student must have been admitted 
to candidacy for an advanced degree or qualify for an additional endorsement or 
approval. 

Placement service is also provided in areas other than teaching. Career oppor- 
tunities in many areas of business and industry, and in government service, are 
available to all graduates and alumni. 

Faculty members are invited to consult the Office of Career Planning and 
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Placement about matters pertaining to placement whether in teaching or in 
business or industry. The placement office will also consult with wives or husbands 
of faculty members about employment possibilities. 

As of the date this copy is being prepared, certain proposals regarding fees and 
registration policies are being re-evaluated and could result in changes by the 1974 
fall semester. 

Counseling: Services 

The Counseling Center is staffed with professional counselors and psychologists 
and provides the following services: 

(1) liidividiKil and Group G>urise!ing m the areas of vocational and educa- 
tional choice, personal-social adjustment, interpersonal relationships, 
and marital and pre-marital counseling. 

(2) Testing in the vocational interest, personality, aptitude, and ability (in- 
telligence) areas. 

(3) Ciireer Inl'ormuti^ i Files which include vocational trends, job qual- 
ifications, training courses for hundreds of occupations. 

(4) Educational Inl'orniation Files including requirements for all major and 
minor areas of study at the University of Northern Iowa and catalogs 
for many collegesand universities which provide information for individ- 
uals desiring information about another school. 

(5) Study Skills Seminars which provide efficient and practical study 
methods and *'test taking" techniques. 

(6) Referral Services to other areas and agencies. A close relationship is 
maintained with the UNI Health Service for students who desire ap- 
pointments with a psychiatrist or who request medication. 

(7) Coordination with Faculty provides the services of the counseling staff 
as resource individuals in instructional classes or as consultants to indi- 
vidual staff members or departments. 

Appointments at the Counseling Center may be made directly at the center, 
by a telephone call, or with referral blank. As a general rule, emergency appoint- 
ments are available immediately and other appointments within a short time. 

Interviews are confidential. 

The counseling records are kept in the Counseling Center and are available 
only to the staff of the Center. Information is not released without permission of 
the individual unless there is evidence of danger to the individual or society. 
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rhe Educational Clinic 



The Educational Clinic provides university students with practical experiences in 
a variety of educational problems of preschool, elementary, and secondary school 
pupils who are referred to the clinic for help. The clinical practice includes the 
use and interpretation of diagnostic tests, counseling, and instruction in remedial 
and interviewing techniques with children, parents, school and community- 
resource personnel. Faculty members may arrange with the director of the clinic 
for group observations of testing procedures and instruction, testing exper- 
ience for individual students, and counsel regarding diagnostic testing and re- 
mediation. An extensive file of representative types of group and individual tests 
is available to faculty members and students for perusal. 

The clinic staff also engages in research and experimentation with new tech- 
niques and methods of evaluation and remediation of children with learning and 
behavior problems. 

The Speech and Hearing Clinic 

The UNI Speech and Hearing Clinic serves two basic functions: (1) to train speech 
pathology majors, and (2) to provide clinical services for individuals of all ages 
with communication disorders from the University and surrounding communities. 
These services include diagnostics as well as therapy for speech and hearing disorders. 
In addition, audiological and hearing aid evaluations are available. No charge is 
made for these services and enrollment is limited to training needs. Referrals 
should be made directly to the Clinic. 

Writing Improvement Services 

The purpose of these services is to provide individual help to university students, 
from the freshman through the graduate level, who desire or need to improve their 
skills in English composition— or who desire or need help on any writing assign- 
ment. Any student who wishes may take advantage of the assistance offered. 
There is no charge, no red tape, no official registration. 

Faculty members may refer students by the three methods described under 
Clinic Referral Procedures. 

Clinic Referral Procedures 

Faculty members may refer students with any learning difficulties to the Speech 
and Hearing Clinic and the Writing Improvement Services. The student may be 
encouraged to seek any of the services voluntarily; however, a second method 
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called the "check" system is available. With the chock system the faculty member 
indicates the deficiency of the Final Class List and Grade Report by checking the 
space provided for deficiencies in reading, writing or speaking. The names of 
students are then forwarded automatically to the appropriate clinic, and each 
.student referred in this manner is required to clear himself of the deficiency before 
he will be allowed to graduate. 

Scholarships^ Loans^ and Part-Time Work for Students 

Information concerning scholarships is available from the Director of Student Fi- 
nancial Aids. Information concerning graduate scholarships, fellowships, and as- 
sistantships at UNI or at other colleges and universities may be obtained from the 
Office of Academic Affairs and the Dean of the Graduate College. 

Loans from the National Defense for Education Act are administered by the 
Director of Student Financial Aids who also administers other loan programs for 
undergraduate students. The Grubb Loan Fund, administered by the Director of 
Financial Aids, is a short-term loan fund for graduate students. The Starbeck 
Memorial Fund is administered by a faculty committee whose chairman is the 
Athletic Director. Deserving students who cannot qualify for loans from the estab- 
lished loan funds on occasion may receive nominal assistance from the Maytag- 
Peterson Fund, administered by the Vice-President for Student Services. 

The Director of Student Financial Aids handles all applications for part- 
time work on the campus and checks the academic records of all students holding 
campus jobs. 

Grants-in-aid for student athletes are administered by the Director of Student 
Financial .Aids on the recommendation of the Athletic Director. 

A complete list of loans and scholarships available to students is given in the 
UNI Bulletin - Catalog Issue. 

The University Union 

The J. VV. Maucker Union, located in central campus, is primarily for the students, 
faculty, staff, alumni, and guests of the university. The facilities include the Coffee 
House, the Royal Oak Dining Room for noon luncheons as well as small banquets, 
a campus information center, large and small meeting rooms, a billiards room, offices 
for student organizations, and various lounge areas. 

The Union sponsors a number of social, recreational, and cultural activities 
.throughout the year. These activities usually include traveling art exhibits, films, 
informal discussions, musical programs, dances, and billiard exhibitions and tourna- 
ments. Members of the faculty are invited to use the facilities of the Union and 
attend and participate in the activities. 
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Meeting: Rooms 



Rooms of various sizes are available on campus for special meetings. The Board 
Room (in the Administration Building) is reserved through the Office of the Presi- 
dent, Use of the Main Auditorium and Sabin Auditorium is scheduled through the 
Office of the Director of the UNI Union, as well as the use of the following 
rooms in the Union: Colombia Room, Ambassador Room, Embassy Room, 
Hemisphere Lounge, University Hall, and North and South Halls. 

Use of most classrooms for special meetings is arranged through the Director 
of Scheduling. The Music Auditorium and other rooms in the Music Building are 
scheduled through the Office of the Head of the Department of Music. Rooms 
at Malcolm Price Laboratory School, including the cafeteria and the field house, 
are scheduled through the office of the Head of the Department of Teaching. 
Rooms in The Commons are reserved through the Office of the Director of 
Dining Services. The Men's Gymnasium is scheduled through the Head of the 
Department of Physical Education for Men. 



Services of the Malcolm Price Laboratory School 

The Laboratory School is the on-campus laboratory for the university teacher- 
education program. Approximately 750 pupils are enrolled in the school, which 
includes a regular kindergarten through grade twelve program, nursery school, and 
a special -education classroom. The school has several functions: (1) individual ob- 
servation by students in university classes, (2) group observations by university 
classes, (3) demonstration teaching, (4) participation by students in connection 
with particular university courses, (5) student teaching, (6) experimentation, 
(7) post-student teaching laboratory experiences, (8) laboratory for public school 
personnel, and (9) a center for research by graduate students and university 
faculty. 

The school serves as the laboratory for teacher education students at the Uni- 
versity of Northern Iowa in the same way that a hospital serves as a laboratory 
school for medical students. Requests for services are made directly to the Elemen- 
tary School Principal, to the Secondary School Principal, or to the Director of the 
Laboratory School. The personnel in the Laboratory School is interested in serving 
the faculty and students of the University of Northern Iowa in every way possible. 

Malcolm Price Laboratory School is housed in a unified complex located at 
the north end of the campus. The building complex, which includes a field house, 
swimming pool, theatre, music and art facilities, as well as comprehensive academic 
facilities, was dedicated in 1959 although the Laboratory School itself long pre- 
dates its present site. 
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Faculty Housingr Facilities 

Hillside Court apartments are available to new instructional faculty. This 
service is restricted to faculty members with spouse and/or dependent children, 
not to **bachelor" faculty. 

The number of apartments available to incoming faculty is set at 5% of the 
total number and must never exceed 10% at any time. 

The new instructional faculty will sign a one-year lease, which may be re- 
newed once. 

Faculty occupants will pay rental rates which are $20.00 per month higher 
than student rates for the first year and $30.00 per month higher for the second 
year. 



Medical Service for University Employees 

All members of the faculty and all nonacademic personnel employed by the 
university are eligible to receive first-aid treatment only from the Student Health 
Center in emergencies such as accidents, injuries, and sudden, acute illnesses oc- 
curing on the campus during working hours. After the initial treatment, the 
patient will be released or sent to the family physician for further care and manage- 
ment. 

The Student Health Center staff cannot be responsible u.>til the patient ar- 
rives at the Health Center. However, the medical staff will bn as helpful as possi- 
ble in handling of medical problems elsewhere on the campus. 



Credit Union 

The Credit Union is provided for and managed by the employees of the University 
of Northern Iowa. 

Membership in the C»*edit Union can be secured upon the purchase of one 
share at the cost of five dollars and the payment of a membership fee of 
twenty-five cents. 

Deposits can be made on the basis of five dollars per share. Dividends paid 
on savings vary each year according to profits. In the past year the dividend was 
5»/2 per cent. Savings are insured by a Life Savings Insurance Contract at no extra 
cost to members. All savings up to $2,000 deposited before age 55 are matched 
dollar for dollar by life insurance. Savings deposited after age 55 are still insured 
but in lesser amounts, up to age 70. All deposits remain insured at their original 
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value as long as they iue not withdrawn. A faculty member may also have a savings 
account for his or her spouse and each child, provided the child is still living at 
home. 

Loans from the Credit Union may be obtained upon signature through "Open- 
End Credit" and additional collateral such as a car title. The present interest rate 
is one per cent per month on the unpaid balance. All loans are insured under Loan 
Protection Insurance provided at no extra cost to the borrower. 

The Credit Union is organized and operated under the banking laws of the 
State of Iowa 



Lost and Found 

The university maintains a central lost-and-found service in the Security Office 
for the convenience of all members of the community. The Security Office is 
located in the Administration Building. 

Items found in the UNi Library, the Union, and the gymnasiums or stadiums, 
should be turned in promptly to the main office of those buildings. Departmental 
offices also have short-term lost-and-found services, and all residence halls hold 
at the secretary's desk all articles found on those premises. 

Articles not claimed within a reasonable length of time (a minimum of one 
semester) are sent to the Security Office where they are kept for claim. The var- 
ious offices should notify the Security clerk of articles being held, especially 
chose articles of considerable value. 



Fire Alarm 

The fire alarm warning systems are by either bells or horns, and are activated 
by pulling the lever on any one of the manual fire alarm pull stations within each 
campus building. 

In case of fire: 

1. Activate alarm system. 

2. Call Cedar Falls Fire Department. Dial 9, and then 266-1781 

3. Call UNI Security Office (UNI Ext. 3-2712). 

4. Assist with the orderly evacuation of the building. 

5. Proceed to extinguish fire. 

All staff members are expected to famUiarize themselves with the location and 
operation of fire alarm pull stations and extinguishers. 
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Campus Security 



Campus Security staff are on duty 24 hours a day. To contact Security, call 
UNI Ext. 3-2712 day or night. 

Civil Defense 

The university cooperates with area Civil Defense Agencies in the protection 
of university staff and students, and has established shelter areas for use in emer- 
gency conditions. Supplies are stored on campus for distribution to the shelters; 
up-to-date warning systems are maintained; shelter managers are trained; and a 
command post has been established. A test of the siren warning system is con- 
ducted at 11 a.m. on the 15th day of each month. 

Bomb Threats 

Any communication received by a staff member pertaining to a bomb threat 
should be relayed to the Security Office (Ext. 3-2712) immediately. 
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Section IV 



Faculty Privileges 
And Responsibilities 

Attendance at Faculty Meetings. 

Unless they are prevented by illness, or out-of-town duties, all regular faculty 
members who do not have classes scheduled at the time are urged to attend faculty 
meetings. Members of the emeritus staff are also invited. 

The faculty consists of two groups, the instructional faculty and the non- 
instructional faculty, and votes according to the matter under jurisdiction. In 
general, the instructional faculty includes those staff members who are appointed 
to one of the four academic ranks— instructor, assistant professor, associate pro- 
fessor, and professor--and are currently teaching at least one academic course or 
who have equivalent instructional responsibilities. For specific definition of each 
of the two categories, see the University Faculty Constitution, Article I, para- 
graphs 1.1 and 1.2. 



Ad\ising Duties 

Academic advising of students is done by faculty members, and all members 
of the instructional staff may be expected to assume some advising responsibilities. 
Advisers of freshman students are selected by the Coordinator of Academic Ad- 
vising after consultation with department heads and the college deans. Advisers 
of major students are selected by department heads. The advising program is 
currently directed by the Coordinator of Academic Advising in the division of. 
Student Services. 

Academic advisers assist students in selecting and registering for courses 
which wUl meet the requirements for the student's chosen objectives. Advisers 
are expected to get as well acquainted as possible with each advisee, to refer stu* 
dents with special problems to the special clinics (Writing Improvement Services 
and Speech Clinic), and other university resources that will help the student to 
achieve his educational goals. An academic advisory folder for each student is 
maintained by the respective adviser. 
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Absence Requests and Reports 



Requests for permission to be absent from regular duties should be filed in all 
cases-preferably at least ten days in advance. Such requests, which are made in 
duplicate on forms obtainable in the office of the Dean of the College, or in the 
departmental offices, should show the dates of absence, destination, purpose, and 
the manner in which the work will be carried on during the absence. If expense 
money is requested, this should be indicated. These blanks go fir£t to the depart- 
ment head, and then to the Dean of the College. After the request has been acted 
upon, one cop^ is returned to the person making the request, the other to the 
Business Office. 

In case of illness, the request should be filed as promptly as possible follow- 
ing return to duty, it the illness is likely to result in absence in excess of a week, 
the department head should notify the Business Office and the Dean of the College 
in writing. To insure possible income tax credit, the number of calendar days 
as well as instructional days of illness should be recorded. 

Requests for absence during the first five days or the last five days of a ses- 
sion will be approved only rarely and only for extraordinary reasons. 

Sick Leave 

Sick leave credits accumulate at the rate of thirty (30) working days per 
calendar year of sarvice. Persons holding an academic year appointment are con- 
sidered to be employed nine-twelfths (9/12) of a calendar year; a summer session 
appointment only is considered as two-twelfths (2/12) of a calendar year; a full 
academic year followed by a summer session is considered as a full calendar year. 
The maximum sick leave credit is ninety (90) working days. 

Sick leave entitlement does not occur during approved leaves of absence with- 
out pay. Employees who resign during sick leaves are allowed pay for sick leave to 
the effective date of resignation, or to the end of the sick leave entitlement, which- 
ever occurs first. Payment for sick leave absences is made on regular payroll days. 

Permanent and permanent probationary employees are entitled to a leave of 
absence at their normal rate of pay because of sickness or injury to the extent that 
sick leave benefit time is qualified at the beginning of the leave of absence. 

Holidays, Vacations 

The Board of Regents recognizes ten holidays during each year for permanent 
and permanent probationary administrative, clerical, and maintenance personnel; 
these are: New Year's Day, Memorial Day, Independence Day, Labor Day, Thanks- 
giving Day, Friday following Thanksgiving Day, Christmas Day, one day during 
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Christmas week, and two days to be specified by the university. UNI has estab- 
lished a "Floating Holiday" and a ''Personal Day Holiday" to complete the ten days. 

The "floating holiday" is normally designated at the Christmas period in every 
year except those when Christmas falls on Monday or Wednesday. In years when 
Christmas occurs on Wednesday, the 4th of July falls on Thursday; thus the 
"floating holiday" is established on July 5, thereby allowing for an extended week- 
end. When Christmas falls on Monday, the 4th of July occurs on Tuesday, and 
July 3 is usually designated as the "floating holiday" for that year. 

Qualified employees will receive one "personal day holiday" off with pay 
during a fiscal year period. Provisions governing the "personal day holiday" are 
given in detail in the President's Bulletin, No. 41, dated November 12, 1973. 

To qualify for holiday pay an employee must be eligible to receive pay on 
the regularly scheduled work day immediately preceding and immediately fol- 
lowing the holiday. Pay provided for qualifying days in connection with sick- 
leave and vacation-pay benefits and the equal-time-off provision will qualify an 
employee for holiday pay. Retiring employees who find a holiday falls within 
the terminal vacation period will be paid for the holiday. 

At the discretion of the department head, holiday pay may be authorized for 
the employee who is absent without pay preceding or following the holiday provid- 
ing the leave period does not exceed ten (10) working days. 

Members of the teaching staff and librarians who are employed on the nine- 
month basis are entitled to designated university holidays and instructional holi- 
days. 

Teaching, research and administrative staff members serving on the twelve- 
month basis, are granted a vacation of one month of pay after one year's employ- 
ment. 



Vacations^ Nonacademic Staff 

For the benefit of faculty members who engage secretaries or other nonacademic 
employees, the following regulations regarding vacations are. included. 

Nonacademic staff members holding a permanent appointment earn two weeks 
of paid vacation during the first year and through the fourth year of employment, 
and three weeks of paid vacation per year during the fifth and through the 
eleventh year of employment. Four (4) weeks vacation with pay are earned 
during the twelfth year and all subsequent years of employment. 

Part time employees holding a permanent appointment are entitled to vaca- 
tion with pay in proportion to their length of service and fraction of time worked 
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during the year preceding the qualifying anniversary date. 

Vacation benefits are calculated on the basis of the employee's anniversary 
(employment) date. Vacation time must, unless a special request has been made 
and approved, be taken within one year of the period eai*ned. The vacation allow- 
ance is accrued on a monthly basis. An employee is entitled to vacation or terminal 
leave pay, with termination of employment, 

.AH continuous state employment will be credited to the employee's service 
record in calculating vacation leave. Evidence of such prior service must be 
furnished by the employee. 

Holidays occurring within an authorized vacation period will be granted to 
employees in addition to vacation pay. 

Employees are expected to schedule vacation time at least two (2) weeks in 
advance, with one week being a minimum and to take vacation time in units not 
smaller than one-half day. Vacation time may, in the event of an emergency, be ar- 
ranged with limited advance notice. Vacation leave is expected to be taken in ap- 
proximately twelve (12) month intervals at the convenience of the employing de- 
partment. 

Professional Travel 

The administration of the university wishes to encourage attendance at professional 
meetings in order that the faculty may be involved in new developments in their 
areas of specialization. For this reason funds for professional travel are included in 
the budgets of each department. The administration of the fund is left primarily 
to the department head, and departments differ in the manner in which the funds 
are made available to individual staff members. 

It is not expected that the available funds will make it possible to defray 
all of one's expenses in attending professional meetings, but it is hoped that such 
attendance will be stimulated. Because the instructional program must go on de- 
spite professional meetings, it is sometimes necessary to limit the number of mem- 
bers of a given department who may be absent at one time. However, the policy 
is liberal in this respect. 

When transportation and hotel allowances are approved, care should be exer- 
cised to retain hotel receipts, airline receipts, and receipts for unusual expenditures 
so that these may be attached to the expense voucher. 

Leaves of Absence 

The university has a rather liberal policy toward leaves of absence. Leaves of 
absence are granted for one academic year dependent upon departmental needs 
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and policies. Under special circumstances, such leaves may be extended for one 
academic year. 

Application forms for leaves of absence are available in the Office of Aca- 
demic Affairs. 

Professional Development Leaves 

Each year the university makes available a number of Professional Development 
Leaves, both at the pre-doctoral and the post-doctoral levels, the total of such 
leaves not to exceed 8 percent of the tenured faculty. Leaves may be granted for 
advanced study, for research, for creative work, and for other worthwhile projects 
which enhance the professional competence of the applicant and promise to make 
him a more valuable member of the university staff. 

Ordinarily only tenured faculty members are eligible for a PDL, and normally 
the applicant must hold at least the master's degree. The successful applicant, by 
state law, must either return to his position for two years or repay the full amount 
of his compensation while on leave. Professional Development Leaves take the 
form of a one-semester leave with full salary or a two-semester leave with half 
salary. 

Applications are filed early in December for the following academic year. 
The Professional Development Leave program is administered by the Office of the 
Vice-E*resident and I*ro vost with the assistance of a faculty committee. Application 
forms, as well as a complete statement of policy on PDL*s, are avaUable in the Office 
of Academic Affairs. 

Research Funds 

Limited research funds are available for: 

1. Individual faculty research. These grants may be used for almost any 
type of study that a faculty person may wish to make in his area of professional 
competence. Ihrojects in basic research fall in this category. Funds may be used 
for clerical help, supplies, or other expenses associated with the particular study, 
with a few exceptions. Form 302 is used in applying for such grants. 

2. Departmental studies concerned with the improvement of instruction. 

These generally concern comparisons of two or more teaching procedures, experi- 
ments with large classes, production of new cunricular materials and new teaching 
devices, etc. These are applied for on Form 303. 

There is special encouragement of studies that may result in improved 
practices in the public schools. V/hen released time is needed, effort will be made 
to reduce teaching schedules if feasible. 
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Interested faculty members are invited to confer with the Committee on 
Research and Curriculum Development. Application forms may be secured from 
and are filed in the Office of Academic Affairs. 

Insurance Programs 

Croup Life Insurance. All full-time, permanent staff members (except as de- 
fined in the Group Insurance Plan booklet issued to employees) are covered by the 
university's group life insurance plan. The amount of insurance coverages varies 
with the employee's budgeted salary and age. Insurance coverage for employees un- 
der age 60 varies from $8,000 for staff members with annual earning of less than 
$3,000 to $61,250 for employees with annual salaries of $34,500 or more. Be- 
ginning with age 60, the amount of insurance decreases each year. 

The staff member may, following 15 years of continuous university employ- 
ment with retirement after age 62, continue to carry one-third of the available in- 
surance until age 70 provided he assumes the total premium cost, at present 
$0.83 per each $1,000 coverage per month. 

Long-Term Disability husurancc. The university's Long - Term Disability 
(LTD) Insurance plan covers all full-time, permanent staff members. This cover- 
age provides monthly benefits payable for 12 months a year for the qualified staff 
member once he has been totally disabled 90 working days. Monthly benefit pay- 
ments continue until the individual returns to active service or until July 1 follow- 
ing the 68th birthday. 

Cost of the disability income protection plan is shared by the university and 
by the staff member. The employee's current monthly premium payment is at 
the rate of .055 cents per month for every $10 of monthly benefits. Since the 
university makes its payments on a monthly basis, nine-month employees 
usually prepay the premiums for the summer months. 

By action of the State Legislature in the spring of 1974, the full cost of 
long-term disability insurance will be covered totally by the university effective 
January 1, 1975. 

The amount of the monthly disability benefit depends upon the annual 
salary of the employee. The benefit is always substantially less than gross salary 
but a fairly high percentage of actual "take home pay." These benefits, which 
include any compensation received from Social Security and Workmen's 
Compensation, are equal to approximately 75% of the employee's first $1,000 of 
monthly earnings and 60% of the remaining amount of monthly earnings with a 
maximum monthly benefit of $1,050. 

Participation in the university's Group Life Insurance and Long-Term Dis- 
ability insurance programs is compulsory for eligible staff members. 
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More detailed information concerning life and long-term disability insurance 
coverage may be obtained from the Group Insurance handbook or by contacting 
the Staff Personnel Office. 

General Liability Insurance. Since January 1, 1974, as part of a Regents 
System insurance policy, the university maintains liability insurance covering 
bodily injury, personal injury, property damage and wrongful acts on the employees 
of the University of Northern Iowa while acting within the scope of their employ- 
ment. The limits of the bodily injury, personal injury and property damage cover- 
age are $5,000,000 each occurrence and $5,000,000 aggregate. The limits of the 
wrongful acts coverage are $1,500,000 each occurrence and $1,500,000 aggregate, 
and there is a $5,000 deductible. 

This policy is maintained in the office of the Vice-President for Administra- 
tive Services who should be contacted for further information or to report possible 
liability claims. 

Hospital and Medical Insurance. Group hospital and medical insurance un- 
der Blue Cross and Blue Shield plans is available to university staff members on an 
optional basis. 

The Blue Cross plan provides 365 days of full, semi-private coverage. In- 
patient diagnostic services and other hospital charges are paid in full. 

The Blue Shield plan pays usual, customary and reasonable medical charges 
in full. 

Major Medical Plan An 80% reimbursement provision under the Major Med- 
ical Plan is applicable to "out-of-pocket" medical expenses (drugs, charges for 
office calls, hospital out-patient services, etc.) as follows: For the staff member 
with family coverage, the Major Medical Plan is applicable once a two hundred 
($200) deductible has been met — this is based on total family cost regardless of 
minimum amount per individual. Single coverage under the Major Medical Plan 
permits the 80% reimbursement allowance once a one-hundred dollar ($100) 
deductible is met. The reimbursement provision is applicable with medical costs 
incurred by subscribers during a calendar year, which are not covered by the Basic 
Plan benefits provided with the university's Blue Cross-Blue Shield contract. 
Claims for the Major Medical Plan reimbursement allowance qualified in connection 
with "out-of-pocket" medical expenses incurred during a calendar year period 
must be filed with the Blue Cross-Blue Shield on or before March 1 following the 
experience year. 

Dependent children coverage is provided from birth to age 19 and for un- 
married dependent children who are full-time students in an accredited school re- 
gardless of age. Also, children totally and permanently disabled prior to age 19 
continuously covered on a family contract are covered regardless of age. 
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To be accepted into the group, an employee should complete the application 
card and return same to the Staff Personnel Office within the first 30 days of 
university employment. Specific enrollment dates are available in the Staff 
Personnel Office. Benefits commence on the first of the month following 30 days 
of enrollment unless special arrangements are made prior to this time. 

Premium rates effective as of June 1, 1974, are $12.25 per month for single 
coverage and $43.20 per month for two-person or family coverage. Premium rates 
shown reflect a $6.00 per month contribution made by the university toward the 
cost of hospital medical insurance. The monthly premium is deducted from the 
employee's payroll checks. If a staff member is not employed by the university 
during the summer session, it is necessary for him to pay the June, July, and 
August premiums at the Business Office prior to the end of the spring semester. 

Added information covering the hospital medical insurance plan may be ob- 
tained from the Group Medical handbook or by contacting the Staff Personnel 
Office. 

Workmen^s Compensation 

Employees of the university are covered under the Iowa Workmen's Compensation 
Law for injury incurred "on the job." The law provides coverage for hospital 
and medical services, braces, appliances, etc., compensation for lost time, burial ex- 
pense, and compensation for dependents in case of death. Injuries incurred on the 
job should be reported immediately to the Staff Personnel Office. 

Unemployment Compensation 

Employees separated from university service are, with qualified conditions, eligible 
for weekly unemployment compensation benefits under the Iowa Employment 
Security Law. Unemployment benefits are not available to university staff 
members serving in an instructional, research, or administrative capacity for any 
week of unemployment which begins during the period between two successive 
academic years or during a similar period between two regular terms, whether or 
not successive, or during a period of paid sabbatical leave if the staff member is 
scheduled to perform services for any institution or institutions of higher education 
for both such academic years or both such terms. 

Retirement Plans 

The University has two retirement plans: the Teachers Insurance and Annuity 
Association (TIAA), College Retirement Equities Fund (CREF) plan and the Iowa 
Public Employees Retirement System (IPERS). Permanent and permanent proba- 
tionary employees with annual earnings from the university of $7800 or more aie 
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eligible to participate in the Teachers Insurance and Annuity Association. Univer- 
sity staff members holding the temporary appointment or with annual earnings of 
less than $7800 are required to participate in the Iowa Public Employees Retire- 
ment System (IPERS). 

Teachers Insurance and Annuity Association (TIAA) G)ilege Retirement 
Equities Fund (CREF). The Teachers Insurance and Annuity Association (TIAA) 
is a non-profit organization established by a grant from the Carnegie Foundation 
to help solve the problem of loss of annuity when staff members move from one 
university or college to another. Through TIAA it is possible for staff members 
to participate in one retirement program no matter with which participating insti- 
tution they are affiliated. Annual premiums consist of an amount equal to 10% of 
the first $4800 of the staff member's budgeted salary, and 15% of the salary in ex- 
cess of $4800, with two-thirds of this amount contributed by the university. 

Premiums paid toward TIAA contracts are used to purchase a paid-up retire- 
ment annuity for the contributing staff member. This is a fixed dollar type of in- 
come; therefore, once benefits start, TIAA will pay a designated number of dollars 
consisting of both principal and interest, to the individual for so long as he lives. 

All participants in TIAA are eligible to participate in the College Retirement 
Equities Fund (CREF) if they so desire. Under the program a person joining 
CREF may have one-fourth, one-third, one-half, three-fourths, or all of his current 
TIAA Premium invested in CREF with the balance invested in TIAA annuities. 
TIAA funds are invested primarily in fixed dollar obligations such as bonds, notes 
and mortgages, while money invested in CREF is used to purchase common stocks 
with long-term growth potential whose value is dependent on the prevailing 
economic conditions and current stock prices. 

While TIAA provides a fixed number of dollars, regardless of economic 
trends, and will provide higher purchasing power when the cost of living falls, 
CREF will tend to pay more annuity dollars when the cost of living rises. 
TIAA and CREF tend to complement each other and offer some assurance to the 
employee that his investment will not be adversely affected by prevailing economic 
conditions. 

(A booklet entitled Your Retirement Annuity covering specific details of the 
TIAA-CREF program is avaUable from the Staff Personnel Office.) 

Supplemental Retirement Annuities (SRA). Supplemental Retirement An- 
nuities have the options and flexibilities of regular TIAA and CREF annuities. 
They provide the same full and immediate vesting of ownership in the individual. 
They are credited with the same rates of investment earnings credited to regular 
TIAA and CREF annuities. 

46 



ERIC 



51 



SRA's differ from regular TIAA-CREF annuities only in the methods of 
pay-out and expense charge. SKA contracts may be surrendered for their full 
cash value at any time; and, in addition to the usual choice of lifetime income 
options, SRA contracts also provide a pay-out method that spreads payments to 
the annuitant over whatever period of years, from two to ten, desired. Benefits, 
whether payable in a single sum or as income, are taxed as ordinary income as 
they are received. 

Iowa Public, Employees Retirement System (IPERS). The Iowa Legislature 
created the Iowa Public Employees Retirement System for public employees of the 
State in 1953. The plan is designed to provide retirement allowances and death 
benefits to supplement benefits payable under Federal Social Security. The em- 
ployee may elect to receive his annuity either as a monthly benefit, payable to the 
retired member for so long as he shall live, or, if he so desires, he may withdraw 
the amount of his contribution, plus interest, as a lump sum. By choosing the lump 
sum settlement option, the employee does, however, forfeit any claim on the 
employer's contribution. 

If the employee should terminate his service before reaching retirement age, 
he may withdraw all contributions he has paid, plus interest, or if he has at least 
five years of service he may leave his contributions in the system and if he returns 
to employment covered by IPERS within five years he can renew his membership 
with the same coverage he had at the time his employment terminated. 

Employees participating in this plan contributed 3.5% of their salary up to 
$10,800 or a maximum of $378 during any one year. The university deducts the 
premium from the employee's pay and matches that amount with an equal sum. 

(The booklet Your IPERS Benefits describing benefits, rights and obliga- 
tions under the Iowa Public Employees Retirement System is available from the 
Staff Personnel Office.) 

Substitute Annuity Plan. If a staff member prefers an annuity with some 
company other than TIAA-CREF, and if such annuity meets completely the 
specifications of the university's TIAA-CREF retirement plan, he may make ar- 
rangements at the Staff Personnel Office for payments to the alternate plan. 

Waiver of Annuity Premium. University staff members participating in the 
TIAA-CREF or qualified substitute annuity program are automatically covered by 
an insurance policy which provides that in the event of disabUity and the absence 
of wage earnings the entire annuity premium of the covered employee continues 
to be paid as long as the disability continues, or untU age 68. Premiums in this 
case are based on the salary in effect at the time the disabUity occurs and benefit 
payments are calculated accordingly. 
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Social Security 

All university employees except students are covered under the Social Security 
Act. The university contributes an amount equal to 5,85% of the employee's 
total earnings up to $13,200 annually; a similar amount is deducted from the 
staff member's earnings as his contribution to the Federal Social Security (FSS) 
program. 

The following monthly benefits may, with earnings and coverage, be 
qualified under the Social Security Act: 

Retired men or women after age 65, maximum monthly benefit $404.50. 

Retired women after age 62 may qualify for monthly income benefits rang- 
ing from $174.40 to $323.60, depending upon age at time of retirement. 

Total disability benefits are available after six months of total disability; 
however, the staff member insured under the university's disability in- 
surance plan will have these benefits deducted from the benefit payment 
listed with the insurance plan. 

Wives of retired men after age 62, monthly benefit payment ranges from 
$93,80 to $151,80, depending upon age when benefits commence. 

Widows of insured men after age 62, monthly benefits up to $333.80. 

Widows of insured men with one child below 18 years of age, monthly 

benefit payment up to $606.80. 
Widows of insured men with two children below 18 years of age, monthly 

benefit payment up to $707.90. 

Because of the changes in maximum earnings creditable for social security 
during the last several years, the amounts shown above will not be payable until 
several years in the future. It will take approximately 15 to 18 years with maxi- 
mum earnings of $13,200 a year before the maximum benefits will be qualified. 
Any questions regarding Social Security benefits may be directed to the regional 
office in Waterloo. 

Taxes 

In addition to the Federal Income Tax, faculty members in Iowa pay a State of 
Iowa Income Tax, a Real and a Personal Property Tax, and a State of Iowa Sales 
Tax. 

The State Income Tax is collected on a withholding basis just as is the Federal 
Income Tax. The total tax ordinarily amounts to about one-eighth to one-tenth of 
the federal tax. 

The Property Tax rates vary according to millage rate valuation of real 
property. Since valuations vary with location of the property and other factors, 
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it is difficult to give an example of what the tax would be on a home having a parti- 
cular market value. Taxes are paid on a fiscal year basis of July 1 to July 1. The 
deadline for paying Real and Personal Property Taxes is September 30. Payments 
may be made in two installments, the second being due March 31. 

Voting Eligibility 

All Iowa residents who are 18 years of age or over are entitled to vote if 
they are citizens of the United States and have registered to vote in the precinct 
of their residence. Registration to vote may be made up to 10 days prior to an 
election. 

Cedar Falls has permanent voting registration. New residents may register at 
the City Clerk's Office. Changes of residence within the city must be reported. 
Registration may be made up to 10 days prior to an election. 

Jury Duty 

The university will grant to a staff member the necessary time off required to serve 
on a jury. The staff member's salary will be continued for the jury duty period 
and time absent will not be deducted from vacation or sick leave. A staff member 
must be actively serving with the university to qualify for benefits under this policy. 
Certain deviations which apply to some non-academic staff are set forth in the Re- 
gent's Merit System Provisions printed in the President's Bulletin No. 20, dated 
April 18, 1972, and on file in the Office of the Director of Staff Personnel and 
the University Library. 

Auto Registration 

Any person gainfully employed in Iowa with the intention of remaining is con- 
sidered a resident. All vehicles owned and operated by such a person, even though 
the vehicle may be leased from a nonresident, are subject to registration for the 
month that the person enters the state. The mere fact that the nonresident con- 
siders his employment temporary does not grant his exemption. Faculty members 
who have questions regarding these matters are advised to consult the Director 
of S'ifety Education. 

Auto Liability Insurance 

It is not compulsory for car owners in Iowa to carry liability insurance. Iowa has 
a Financial Safety Responsibility Law. While liability insurance is not required, 
a car owner must show, in event of an accident, that he has personal assets or insur- 
ance sufficient to cover all liabilities. 
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Driver^s License 

The same regulations apply to driver's licenses as to Auto Registration; that is, if 
the driver is considered a resident, he must have an Iowa driver's license. 

Driver Instruction 

Faculty members who wish to receive driving lessons may arrange for instruction 
through the Director of Safety Education in the Department of Curriculum and 
Instruction. 

Faculty Identification Cards 

Photo identification cards for university faculty and staff are available, at no 
charge, in the office of the Director of Scheduling in the Administration Building. 
Though not mandatory for employment, the ID card is needed by those staff mem- 
bers who wish to avail themselves of the university library privileges, use of audio- 
visual and educational media materials, and some of the recreational privileges 
such as use of the UNI golf course at the lower fee reserved for university staff. 

The staff member should contact the Director of Scheduling to have an 
identification card made. The photographic equipment in use produces two identi- 
fication cards simultaneously. It would expedite requests if two staff persons 
would arrange to get identification cards at the same time. 
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Rules and Regulations 

Policies and Practices Concerning Faculty Salaries 

Salaries are determined by the State Board of Regents on recommendation of the 
President of the University. Each salary is determined on the basis of the pro- 
fessional stature of the specific individual, with no discrimination on the basis of 
sex, age, or other irrelevant classification. Quality of performance in teaching, 
research, and professional service, in that order of priority, are the bases of 
determination. 

Paydays and Deductions 

The faculty member on a nine-month, academic year salary appointment is paid 
for teaching two semesters. His salary is divided equally between the two semest- 
ers, and he receives half of his salary for service rendered in each semester. The 
academic-year salary is paid in ten installments beginning with the month of 
August or September, depending on the academic calendar. The university re- 
serves the right to withhold release of the May check until final grades have been 
reported. 

Pay day for air university employees is the last calendar day of the month or 
the Friday preceding the last calendar day if the latter falls on a weekend. 

Checks will be mailed to reach the staff member's home address on the last 
day of the month (or the preceding Friday, if the last day falls on a weekend). 
Checks will not be sent through the campus mail, nor will they be available in the 
Business Office. If the employee so requests, his check will be deposited directly 
to his account in any of the three Cedar Falls bank on the last business day of the 
month. In this case, the bank will mail to the employee a receipted, duplicate de- 
posit slip, including an itemized list of wages and deductions. 

All new staff members should report to the Staff Personnel Office, upon ar- 
riving on campus, to complete the Federal Income Tax withholding form. This 
should be done without delay as no new staff member can be entered on the pay- 
roll until this tax form has been completed. Since the university prepares only one 
payroll a month, it is important that the new staff member complete the tax with- 
holding form by the 10th day of the first month of his employment. A new 
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withholding form should be completed by every employee each time there is a 
change in the number of the employee's eligible exemptions. 

The university is obligated to withhold federal and state income taxes, 
social security deductions, deductions for the retirement system (Iowa Public 
Employees Retirement System, TIAA-CREF, or equivalent), group life and dis- 
ability insurance. If the staff member is participating in the university group 
Blue Cross and Blue Shield program, he may have these monthly premiums with- 
held also. 

A staff member has the privilege of having more than the required minimum 
amount of his salary deducted for retirement. This is possible under the 
operation of the so-called "tax shelter" rule. Information concerning this may 
be obtained from the Staff Personnel Office. 

Faculty Evaluations 

During the probationary period each faculty member is evaluated annually. The 
evaluation is concerned particularly with teaching effectiveness, but includes also 
interest and acitvity in research, professional service, and other relevant pro- 
fessional factors. Evaluations are made by the department head and are reported 
to the Dean of the College, the Vice-President and ftovost, and the President. 
The evaluations are based on class visits, student evaluations, and other available 
evidence. It is exepcted that other members of the department will assist the 
department head in making the evaluations. Each year the member on probation 
receives a copy of the evaluation in the form of a copy of the rating blank and a 
letter from his department head. Copies of these are filed in the offices of the 
Dean of the College and the Vice-I*resident and ftovost. 

It is expected that the department head will make continuous evaluation of 
each faculty member's effectiveness. This process enables him to submit evidence 
in support of recommendations for promotion and salary increases. 

A formal review of the work of the deans and the department heads will 
be carried on by the Vice-I*resident and Provost at five-year intervals, such a re- 
view to include systematic solicitation of opinion from the appropriate faculty. 
Department head evaluation is delegated to the college deans. 

Rank and Promotions 

Members of the teaching faculty are classified into four ranks: instructor, assistant 
professor, associate professor, and professor. 

Faculty members are ordinarly expected to serve for at least three years in 
the rank to which they were initially appointed. Promotions are recommended by 
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the department heads to the Dean of the College and the Vice-President and Provost. 
The President decides whether or not to recommend promotions to the State Board 
of Regents. While judgments on these matters are made subjectively, the heads 
of departments or others making the recommendation are urged to submit evidence 
to support their recommendations. Factors considered include scholarship, ef- 
fectiveness in teaching and research, professional service to the university and com- 
munity, professional growth and promise of future development. 



Tenure 

While there is no statutory provision for indefinite or continuing tenure for 
faculty members in the three state universities under the State Board of Regents, 
the Board has long recognized the unique employment status appropriate for 
academic staff members and has consistently approved policies and practices at 
the institutions which provide tenure for faculty members. 

The policies at the three institutions differ somewhat in detail but are gener- 
ally consistent with the statements of principles of the American Association of 
University Professors. 

At the University of Northern Iowa initial appointments are made on a pro- 
bationary basis, although tenure may be granted a person appointed at the rank 
of professor. Ordinarily a minimum of five years' service on probationary basis is 
required for tenure status. Faculty members may serve a sixth year on probation 
by mutual consent of the faculty member concerned and the administration of 
the university. 

Prior to April 1 of each year, department heads prepare a written evaluation 
of each staff member on probation and recommend action regarding his status 
for the following year. These reports are submitted to the dean of the appropriate 
college, and then to the Vice-President and Provost and to the President. Those 
staff members in their first year whose service is to be terminated at the end of that 
academic year will be so notified by March 1. Staff members serving their second 
year but whose service is to be terminated at the end of that year will be notified 
before December 15 of that year of service. Staff members who have finished 
two years of service must be notified by July 1 between the second and third 
year if the third year appointment is to be terminal. The procedure for the 
third year appointment is followed also for the fourth and fifth year of probation. 
However, the staff member in his third year or beyond is usually offered a terminal 
appointment of one year so that he will have ample time to secure employment 
elsewhere. A copy of this report is given to the staff member in question. It is 
understood that the university is under no obligation to retain a staff member 
beyond the end of his term of appointment (usually one year at a time) if the 
administrative officers feel that the quality of service rendered does not justify 
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continued employment. 

Staff members who have been placed on tenure status are assumed to have 
continuing employment each academic year until resignation or retirement, with- 
out special notification, and may be dismissed only for cause or in the case of 
bona fide closing of the position or positions for which they are qualified. The 
procedure to be followed in case the administrative officers deem it necessary to 
recommend dismissal of a tenured staff member to the State Board of Regents has 
been carefully defined and included in appropriate sections of the Faculty Manual. 
The procedure has been approved by both the University Senate and the State 
Board of Regents. 

Temporary appointments may be made for a stated period of one year or 
less; such appointments do not qualify the staff member for tenure status. 

Faculty Grievances 

A staff member with faculty voting privileges at the University of Northern Iowa 
who has a grievance should first take his grievance to the head of his department 
unless there is an intermediate level of administration. In this case, he would go 
through the intermediate level before seeing the department head. If satisfaction 
is not obtained at the department level, he takes his grievance to the dean of his 
college. If the grievance is still not resolved, the staff member goes to his college 
grievance committee which makes the appropriate recommendation to the dean 
of the college. 

If the aggrieved is still not satisfied because the college committee did not 
give him satisfaction or the dean of his college did not accept the recommendation 
of the college committee, he may appeal to the Vice-i*resident and Provost or may 
choose to take his grievance to the University Faculty Welfare Committee, and the 
published procedures will be followed. These procedures are now being revised. 

Physical Examination 

Physical examinations are required of all faculty members at the time of first ap- 
pointment. The examination is to be given by one's personal physician who should 
be asked to make his report to the dean of the appropriate college. The examina- 
tion should be taken and reported as soon as a position is accepted. 

Retirement 

Staff members may retire at any time after the age of 65 and are required to retire 
at the end of the academic year (or fiscal year in case of twelve-month's employ- 
ees) in which they reach 68 years of age. 
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Those who joined the staff before September, 1950, are eligible for continued 
employment on a part-time basis, as long as, in the opinion of the administration, 
their health will permit them to render professional services. 

Extension of full-time service beyond the compulsory retirement age may be 
made with the mutual consent of the university and the staff member, but no 
such extension shall be for more than two years beyond the compulsory retirement 
age. 

The university reserves the right to suggest retirement at an earlier age than 
the time of compulsory retirement, if because of illness or disabilities the staff 
membei- no longer has the capacity to perform the duties of the assigned position. 

Resigiiatioii is considerably different from retirement. It denotes the sever- 
ance of all fiscal relationships with the university. A staff member who resigns 
after twenty years of service in this institution or who retires is considered an 
emeritus staff member. The person who has become emeritus through resignation 
is ineligible for part-time employment. 

Mimeographed forms for the use of staff that are to become emeritus, either 
through resignation or retirement, are available in the Office of the Vice-President 
and Provost. Information is available in the same office concerning the rights and 
privileges of emeritus personnel. 

Faculty Attendance at Convocations 
and Commencements 

It is desirable that there be a high degree of faculty participation in such all-uni- 
versity events as convocations and commencements, but reliance is placed on the 
loyalty and sense of responsibility of the faculty rather than upon anVbitrary 
rule requiring attendance in order to achieve such participation. In practice, for 
most events involving formal faculty participation (e.g., a processional in academic 
attire), departmental heads are asked to furnish names of faculty members who 
will attend each, specific event so that there will be a good representation and 
satisfactory arrangements can be made for seating. Over a period of time each 
faculty member is expected to take his turn in this respect. For each such event, 
a number of faculty members are invited to serve as ushers. 

Academic Regalia 

All faculty members with the rank of instructor and above are expected to have 
appropriate academic regalia for commencement ceremoinies and for similar aca- 
demic functions. 

Faculty members who rent or plan to purchase robes may acquire the long- 
sleeved, doctor's robe regardless of the degree held at the time. The hood, how- 
ever, should be in keeping with the degree held. 
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Outside Work for Pay 



Full-time faculty members are expected to devote the preponderance of their time 
and energy to their university work. Staff members are encouraged to engage in 
writing, consultative services and other creative work related to their professional 
careers for which they may on occasion receive compensation. The university does 
insist, however, that the staff member sees to it that outside employment does 
not interfere in any way with the discharge of his full obligations as a member of 
the university staff. 

Copyrights 

In accordance with usual custom, copyright ownership of textbooks and other man- 
uscripts and resulting royalties belong to the author except when the material is 
prepared as an assigned project, in which case it is university property. In the case 
of university-sponsored research, authority to publish results should be obtained 
from the President or by the person designated by him to make the deicision. 

Questions regarding university policy on patents may be raised with the Of- 
fice of the President, Uncertainties regarding procedures should be clarified in 
advance. 

Participation in Partisan Politics 

A faculty member may participate in partisan politics as do other citizens of the 
community. He is expected to make it clear that he participates as a citizen and 
not as an official representative of the university. He is obligated with respect 
to his activity, as with regard to any other outside activity, not to let it interfere 
with his duties as a member of the university staff. 

If he wishes to become a candidate for a major office in the state or local 
government (or for local position of a time-consuming nature), he should consult 
with his department I.ead concerning the possibility of obtaining a leave of absence 
for the period of his active candidacy and/or term of office. 

Employees of the university are not permitted to solicit on the campus for 
contributions for political purposes. 

Employee Solicitation 

The faculty has given continuing approval for an annual canvass for contributions 
to the Black Hawk County United Appeal. At the request of the State Executive 
Council, we also make an annual appeal to purchase United States bonds. By 
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tradition, the university has encouraged the University of Northern Iowa Founda- 
tion to solicit contributions for memorial scholarships and grants. 

Salesmen are not supposed to carry on their sales efforts in the residence 
halls, lounges, the Union, or in the faculty offices except by invitation of the staff 
member. 

Employment of Relatives 

The State Board of Regents regulations stipulate that close relatives may not be 
regularly employed if there is an administrator-employee connection between the 
relatives. For example, a husband cannot be employed as secretary or instructor 
if his wife has supervisory or administrative responsibilities in this same department. 
He could be employed to work in another department, however. 

Use of University Facilities f or Nonuniversity 
Group Meetings 

The university wishes to co-operate with the public by providing meeting facilities 
for community organizations. However, the lack of facilities for certain types of 
group meetings and the heavy use of the present facilities limit the extent to which 
the university can accommodate outside groups. All requests for the use of univer- 
sity facilities (with the exception of the Malcolm Price Laboratory School) by out- 
side groups should be made preferably in writing to the Business Office. 

Arrangements for the use of the facilities of the Laboratory School by com- 
munity groups can be made directly with the office of the Head of the Teaching 
Department. 

The university expects to be remunerated for such use of the facilities; the 
amount depending on the size of the group and the facilities used. 

Policies on the Use of University 
Facilities for Political Purposes 

It is the desire of the university that students and faculty have ample opportunity 
to hear and participate in political discussion in order that they may as individuals 
perform their citizenship functions in an intelligent manner. At the same time, the 
university as an organized unit of the state must not enter into partisan politics. 

In 1949 the following statements were adopted and are a part of the regula- 
tions of the State Board of Regents: 

"The facilities of the Iowa State Teachers College (now University of North- 
ern Iowa) shall be available for meetings where candidates for political office 
shall appear under the following conditions: 

1. An appropriate rental fee covering use of facilities will be charged. 
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2. No admission charge may be made and no money solicited or collected on 
university property. 

3. Reguhir university functions shall be given procedence in assigning rooms. 

4. An effort shall be made to grant equal opportunity to all groups but no 
rationing schemes is anticipated. 

A committee shall be appointed by the President to advise him in case of 
dispute as to the use of facilities for political purposes.** 

In the administration of these regulations, the university divides political 
meetings into two general types. Type I meetings are those sponsored by students 
or faculty or both for informing themselves as to issues and candidates. Type II 
meetings are those in which the intent is to present issues or candidates primarily 
to citizens other than students and faculty. This type is usually sponsored by a 
political party but could be sponsored by students or faculty. 

Type I meetings are encouraged. In general no charge is made for facilities 
since these are considered university functions. The other three rules apply. The 
Chairman of the Committee on Use of Facilities must be informed in advance of 
the plans, and he shall advise as to the proper use of facilities and publicity. 

Type H meeting? are in general discouraged. Requests for such meetings 
should be made in detail to the Chairman of the Committee on Use of Facilities 
who, in consultation with the Committee members, shall then determine the 
feasibility of granting such reqaests. 

Policy for On-Campus Speakers and Programs 

It is the policy of the State Board of Regents, expressed through the institutions of 
higher education under its control, to permit students and staff to hear and 
discuss diverse points of view in programs sponsored by recognized student, faculty 
and employee organizations. This policy is entirely consistent with the aims of 
higher education. It is designed to emphasize that in a democratic society all 
citizens have not only the right but the obligation to inform themselves on issues 
of contemporary concern including politics, religion, ethics, and morals. 

The State Board of Regents have also approved the following procedures for 
effectuating this policy: 

(1) Administration. The president or a committee designated by him, or 
both, shall be responsible for the administration of this policy on a par- 
ticular campus. 

(2) Restrictions. In sponsoring campus speakers and programs, recognized 
faculty, student, and employee organizations must comply with institu- 
tional rules on the reservatipn of rooms in advance, the posting of 
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notices and the payment of rental charges when applicable and such 
other rules as the institution prescribes for the use of its buildings to 
avoid any interference with the regular program of the institution. 

(3) Conduct of Meetings. Whenever considered appropriate in furtherance 
of educational objectives, the president or the campus committee may 
require that at any particular meeting: 

(a) Any speaker be subjected to questions from the audience. 

(b) The meeting be chaired by a tenured member of the faculty. 

(4) Sponsorship of Meeting. In order to encourage the presentation of di- 
verse pointsof viewonany issue, the president or the campus committee 
may at any particular meeting or from time to time sponsor, or encour- 
age recognized campus groups to sponsor, additional speakers or pro- 
grams which will contribute to the full and frank discussion of such 
issue. 

Campus Traffic Regrulations 

The Traffic and Safety Committee, which is comprised of faculty, staff, and stu- 
dents, is charged with the responsibility of making recommendations to the admin- 
istration for the regulation of traffic and parking on the campus. These regula- 
tions are changed periodically to meet the needs of the university community. A 
copy of the regulations is available from the Security Office. 

Faculty members are required to purchase a parking permit if they intend to 
use any of the university parking facilities. Parking permit fees vary according 
to the type and location of the lots. Applications for parking permits and costs are 
obtained from the Security Office. 

Parking meters have been installed at various locations on campus for the 
convenience of visitors and to accommodate short-time parking needs. A parking 
permit is not required when parked at a meter. 

Smokingr in Instructional Buildings 

The following smoking policy is believed to be in the best interest of the university. 
Ifc will minimize the fire hazards, be conducive to good housekeeping, inoffensive 
to non-smokers, and recognize the needs of smokers. The successful enforcement 
of such a policy is dependent upon the cooperation of the entire university staff. 

Smoking is prohibited in all university instructional buildings except the 
following areas: 

1. Lobbies. 

2. Lounges. 
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3. Offices. 

4. Conference Rooms. 

5. Rest rooms. 

6. Areas designated at time of public events. 



Please note: For the purpose of this policy, the University Library shall be 
excluded and shall operate under its present restricted smoking regulation, which 
is: no smoking in any part of the Library except in rest rooms, lounges designated 
for smoking, private offices, and faculty studies. 
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Section VI 



Social and Professional 
Organizations 

UNI - IHEA 

The University of Northern Iowa Chapter of the Iowa Higher Education Association 
is united with the Iowa Higher Education Association, the Iowa State Education 
Association, and the National Education Association, NEA. The purpose of this 
united organization is to promote the improvement of instruction and to represent 
the rights and responsibilities of its members. Membership is open to all faculty 
members. 

AAUP 

Anyone with faculty status whose work consists of at least half-time teaching or 
research is eligible for active membership in the American Association of Univer- 
sity Professors upon payment of national dues. All national members are eligible 
for local membership in the UNI Chapter of the AAUP. Current local dues are: 



Base Salary Dues 

below $10,000 $4.00 

$10,000 to $11,999 $5.00 

$12,000 to $14,999 $7.00 

$15,000 and above $10.00 



Meetings are held once each month and usually involve a social hour, dinner, 
a business meeting and a program. Programs are firequently concerned with matters 
of all-university interest such as academic freedom and tenure, faculty salaries 
and fringe benefits, faculty participation in university governance, and collective 
bargaining. The AAUP is the only national organization which serves exclusively 
the interests of all teachers and research scholars at institutions of higher learning; 
and the Association has devoted its efforts to the attainment of high academic 
standards, to securing the maximum benefit to society from higher education and 
to faculty welfare. 

The local chapter regularly sends delegates to state conference meetings and 
to the national AAUP convention. 
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AFT 



Any member of the faculty whose primary responsibilities are non-administrative 
is eligible for membership in Local 1894 of the American Federation of Teachers 
at UNI. Local membership carries with it automatic membership in the cor- 
responding state and national organizations of the American Federation of TeacherSw 
Members are covered by occupational liability insurance and are eligible to par- 
ticipate in special medical and life insurance plans. 

As its central goal the AFT seeks to establish, with all segments of the 
university community, harmonious relations in which all faculty members have 
full voice and participation in all matters affecting their own welfare. It issues 
position papers and newsletters to the faculty on such concerns as grievance 
procedures, probation and tenure, women's rights, summer employment, educa- 
tional issues, and general economic matters. It sponsors a variety of educational 
programs and films. Local 1894 believes that collective bargaining is the most ef- 
fective instrument through which problems can be resolved and through which 
its central goal can be achieved. 

Membership meetings are held monthly, and delegates are sent to state and 
national conventions of the AFT. 



AAUW 

The Cedar Falls branch of the American Association of University Women is an 
active organization in the community. Its program includes monthly general meet- 
ings and opportunities for study in a variety of study groups, which are open to 
non-members as well as to members. 

Any woman who holds a baccalaureate or higher degree from an accredited 
college or university in the U.S. or a degree from a foreign institution recog- 
nized by the International Federation of University Women is eligible for member- 
ship. 

Any woman interested in the organization may call the Chamber of Commerce 
in Cedar Falls to obtain the president's name in order to gain further information 



Delta Kappa Gamma 

This is an international honorary organization of women educators to honor 
women for distinctive service and to advance the professional interest and position 
of women in education. Membership is by invitation. The local chapter, the Iota 
Chapter, is composed of teachers from the Waterloo and Cedar Falls public school 
systems and from the UNI faculty. 
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Ph: Deita Kappa 



Phi Delta Kappa is an honorary professional fraternity for faculty and pro- 
fessional educators and graduate students in education, dedicated to the promotion 
and improvements of free public education through a continuing interpretation of 
the ideals of research, service, and leadership. 

Since February 1974 women are eligible for membership in Phi Delta Kappa 
on the same basis as men. In addition, the distinction between campus and field 
chapters has also been eliminated; thus, the UNI chapter seeks to address itself 
to the interests and needs of graduate students in education, the UNI faculty, 
public and private school personnel in the area, and to keep in contact with those 
who have left the campus but find no chapter close at hand. 

The local chapter of Phi Delta Kappa is the University of Northern Iowa 
Chap^^r. .Monthly meetings are held, at which programs of lectures, panel discus- 
sions, and films are presented, usually built around a theme for the year. Local 
membership of approximately 400 persons is made up of UNI graduate students, 
UNI faculty members, and educators in the field who have met the scholastic 
requirements for membership and are dedicated to education. Membership is by 
invitation only. 

Faculty Womeii^s Club 

The purpose of the Faculty Women's Club is to promote the welfare of the 
women of the University of Northern Iowa, and membership is open to any 
woman on the instructional, administrative, and library staffs or a person re- 
commended for membership by the Executive Committee. 

Various meetings are held throughout the year for social, recreational, 
and business purposes, and occasionally there are joint social meetings with 
University Dames and Faculty Men's Club. The Club sponsors a scholarship fund 
for mature women students through voluntary contributions. 

Faculty Men's Club 

The purpose of the Faculty Men's Club is to promote the welfare of UNI uy devel- 
oping a spirit of good fellowship among the faculty, and by providing for the dis- 
cussion of problems of interest to its membership. All men having faculty status 
may become members upon payment of annual dues of $2. Noon meetings are 
held on the first Wednesday of each month. Members brin*:; sack lunches and 
coffee is provided by the club. 

Programs usually consist of speakers from the university staff or from out- 
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side the campus. Other activities include providing scholarships for worthy 
students, and joining with the faculty women's organizations for joint social 
affairs. 

University Dames 

Membership shall be open to wives or official hostesses of those men to whom 
university administration accords faculty or administrative status and shall include 
widows of the same and the wives or widows of retired or emeritus persons so 
classified. (Faculty or administrative status has been interpreted to mean the wife 
of anyone who does not work for an hourly salary.) 
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Section VII 



Cultural and 

Recreational Opportunities 

Artists Series and Chamber Music Series 

The Artists Series brings to the university world-famous artists in the fields of music, 
drama and dance. The Chamber Music Series features those artists whose genius is 
particularly appropriate to the atmosphere of the smaller auditorium. It is the aim 
of the Artists Series Committee (composed of two faculty members and four 
students) to enrich the ciUtural experiences of the student body and the community 
at large. 

Although the Artists Series and Chamber Music Series are in part subsidized, 
it is necessary to augment that income by the sale of tickets in order to bring the 
better attractions to the university. Season tickets are available for sale to the 
faculty and to the community in the fall, and tickets for individual events are on 
sale a few weeks before each performance. 

UNI Theatre 

The UNI Theatre is a part of the Department of Speech, and is operated both as 
an extra-curricular activity open to all students, and as a training program in theatre. 
Summer theatre presentations alternate between a single major production in odd 
years and three major productions presented in repertory form in even years. A 
varied program of classical and contemporary drama is planned throughout the 
year to provide the university audience with a stimulating range of theatre ex- 
perience. One production each year is a Young People's theatre production pre- 
sented just before Christmas. Original plays and experimental drama are produced 
in the Studio Theatre located in Sabin Hall. 

All faculty members receive mail notices of each play, with details concern- 
ing ticket sales and admission charges. 

Musical Concerts and Productions 

The Department of Music sponsors a large number of cultural events aimed at of- 
fering students, faculty and the public high-quality performances of the finest in 
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musical literature in its many periods, forms and styles. 

Of special interest to the university community should be the programs pre- 
sented by the University Symphony Orchestra (membership open to faculty and 
townspeople), Concert Chorale, Symphonic Band, Music Theatre, Women's Chorus, 
Concert Band, Varsity Men's Glee Club, Chamber Singers, and the Jazz Bands. 

In addition there are many faculty solo recitals which feature individual 
artists. The faculty brass quintet, string quartet, string trio, and other small en- 
sembles, are also active in public performance. There are numerous concerts and 
recitals by student groups and individuals. 

The department sponsors many guest lecturers, conductors, soloists, and 
visiting concert groups. The series of five Tallcorn Music Conferences (Music 
Theater, Jazz Band, Symphonic Band, Concert Chorale and Orchestra) bring 
thousands of talented high school students to the campus each year. 

This extensive series of cultural events is publicized either by mail or through 
the local news media and with few exceptions the performances are open to the 
public without charge. 

Art Exhibits 

Exhibitions of art work by students, faculty, and outside artists are held through- 
out the year by the Departtnent of Art. These include paintings, sculpture, prints, 
jewelry, ceramics, and photographs. Often work is available for purchase. There is 
no admission charge. 

Bureau of Religious Activities 

While the Bureau of Religious Activities exists primarily as a service to students in 
relation to the cultivation and nurture of their religious life, there are responsibilities 
to be met in respect to the total university community. These services in relation 
to the faculty are in the areas of consultation and counseling in religious matters. 
The programming of the Bureau of Religious Activities is pertinent to the faculty 
as well as to students in developing a larger understanding of the role of religion in 
the life of man. The Bureau encourages coperation between religious organizations, 
the campus ministry and the other college and departmental activities of the uni- 
versity. Frequently the Director has helped faculty in finding a church relation- 
ship in the community when such need is brought to him. The Bureau of Religious 
Activities shares the concern of the university for high moral purpose and meaning 
as related to all members of the university community. Religion is one resource 
related to this concern. 
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Intramural, Recreational and 
Club Activities for Faculty 

Faculty members may participate in recreational swimming at the Women's Pool 
during hours arranged for UNI employees, or during non-student community 
swimming periods. Arrangements can be made through the office of the 
Department of Physical Education for Women for faculty to attend student re- 
creational swimming. The Department of Physical Education for Women wUl also 
accommodate faculty groups in basketball, volleyball, badminton, etc., when areas 
are not in use for regularly scheduled activity. Inquiry should be made in the 
department office. 

Intramural and club activities are provided in a number of activities for 
women students: basketball, flag football, golf, gymnastics, jogging, softball, 
swimming, tennis, and volleyball. Women faculty members may inquire in the 
department office about participating in these activities. 

To provide an opportunity for all male faculty members to participate in 
organized and informal sports activities as regularly as their time permits, the 
Men's Intramural Sports Department has scheduled the following activities during 
the academic year: tennis, handball, paddle ball, badminton, swimming, softball, 
volleyball, basketball, golf, judo club, karate club, fencing club, weight training 
and an early risers jogging club. 



Tennis 

The university tennis courts are open to faculty members, as well as students, ex- 
cept when in use by classes in tennis, or intramural and intercollegiate activities. 

Athletic Contests 

The University of Northern Iowa belongs to the North Central Athletic Conference 
which is composed of eight institutions: The University of Northern Iowa, Mom- 
ingside College, Augustana College (Sioux Falls), the University of South Dakota, 
South Dakota State University, Mankato State College, the University of North 
Dakota, and North Dakota State University. Thpr<;onference lends its support to 
intercollegiate athletics conducted on an amateu| basis, with faculty control, and 
under the instruction of coaches who have facult^lstatus and tenure. 

Season tickets are available in the Men's Gymnasium to faculty members and 
spouses for all regularly sponsored events in football, basketball, and wrestling (ex- 
eluding tournaments). 
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Intercollegiate Sports for Women 

The UNI intercollegiate program for women provides competition with other 
colleges in basketball, golf, gymnastics, field hockey, softball, speed swimming 
and divinj;, tennis, track and field, and volleyball. The University of Northern 
Iowa is a charter member of the Association of Intercollegiate Athletics for 
Women and participation at UNI is structured within guidelines established by 
that body. 

The Recreation Park 

The Recreation Park which includes a nine-hole golf course is under the super- 
vision of the Recreation Park Committee. 

The golf course is available to university employees, students and their fami- 
lies at a nominal fee. Townspeople pay regular green fees equivalent to those 
charged at public courses. Since the course is an instructional as well as a recrea- 
tional facility, priority in its use is given to physical education classes in golf and, 
on occasion, for competitive golf events. 

Your UNI I.D. card serves as your permit for special fees. 

Community Recreation Facilities 

The Cedar Falls area offers a variety of recreation facilities for people of all ages. 
These include two 9 hole golf courses, one 18-hole municipal and one 18-hole 
private golf course, a municipal swimming pool, municipal boat ramp on the 
Cedar River, two boat houses, eight parks, an amusement park, bowling facilities, 
and a large number of picnic areas. Within a few hours' driving time are several 
state parks with facilities for fishing, boating, swimming, and picnicking. Cedar 
Falls is in the center of one of the best pheasant hunting areas of the Midwest, 
and snowmobiling is a new popular winter sport. 

The Cedar Falls City Recreation Commission maintains a new Teen Center, 
supervises eleven playgrounds, four tot-lots, and several ice skating rinks, provides 
a full schedule of sports, handicraft, swimming, golf, and tennis instruction during 
the summer months and bridge, crafts, and cooking lessons during the winter 
months. It also sponsors a Saturday night dance program for teenagers. 

The neighboring Waterloo area has an active community theatre, numerous 
parks with special playgrounds, several municipal swimming pools, bowling lanes, 
and three 18-hole municipal golf courses, one 18-hole semi-private golf course, 
and one 18-hole private golf course. Indoor swimming pools are open year around 
to the public in the Waterloo Y clubs. 
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Section VIII 



Statements of Responsibility 
and Hearing Procedures 

Two statements of responsibility are included in this handbook as a matter of in- 
formation for all faculty. These are the "Statement on Professional Ethics and 
Academic Responsibility" as approved by the University Faculty Senate and pre- 
sented to the Board of Regents in May, 1971, and the "Uniform Rules of Personal 
Coiiduct at Universities Under the Jurisdiction of the State Board of Regents" as 
revised by the Board of Regents in June 1971 and October 1973. These statements 
have been published previously in the President's Bulletins No. 8, dated May 17, 
1971, and No. 9, dated July 15, 1971. Each is printed here in full. 

Included in this section, in addition, are two "statements of hearing pro- 
cedures" approved by the Board of Regents on June 30, 1974. 



A Statement on Professional Ethics 
and Academic Responsibility 

The basic functions of the university are the advancement and dissemination of 
learning, the development of critical intelligence, creative talent, aesthetic sensibility 
and moral awareness in its students, and the training of citizens and professional 
workers for the society of which the university is a part. 

The indispensable condition for the successful discharge of these functions is 
an atmosphere of intellectual freedom. Unless he is free to pursue the quest for 
knowledge and understanding, wherever it may lead, and to report and discuss 
his findings, whatever they may be, the university faculty member cannot properly 
perform his work. The university, therefore, must provide such an atmosphere of 
intellectual freedom for its faculty. The faculty, in turn, must uphold this freedom 
in all its actions. 

Freedom entails responsibilities. Every faculty member must accept the re- 
sponsibilities which are concomitant with the freedom which he enjoys. Those 
responsibilities are: (1) to scholarship, (2) to his students, (3) to his colleagues, 
(4) to the university, and (5) to the larger community which the university serves. 
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1. Responsibilities to Seholarsliip 

The faculty member's responsibilities to scholarship derive from the univer- 
sity's commitment to truth and the advancement of learning. As a member of the 
university, each faculty member has the obligation to do his part in pushing for- 
ward the horizons of knowledge. To the extent that his teaching duties allow, he 
may be expected to contribute to the research and scholarship in his field. 
Specifically: 

1. He must strive to keep abreast of the research and scholarship that is being 
carried forward elsewhere in the academic world. He is committed, by this 
obligation, to a lifetime of study, for new knowledge is constantly being 
added to the store which mankind has already accumulated, and old 
knowledge is constantly being supplanted or revised or reinterpreted. 

2. He must constantly seek to improve his scholarly skills and to develop new 
ones. His own work should exemplify the best professional techniques 
and the highest professional standards which modern research and scholar- 
ship have devised. 

3. Ln a world where research and scholarship are becoming increasingly tech- 
nical and collective, he must be careful to acknowledge the help he has re- 
ceived from students and colleagues and to identify their contributions to 
his achievement. 

4. The faculty member has the responsibility of being unfaUingly honest in 
his research and teaching. He must, of course, refrain from deliberate 
distortion or misrepresentation^ and he must take regular precautions against 
the common causes of error. Since he can never be certain that what he 
believes to be truth is indeed true, he should avoid categorical and dogmatic 
assertion. 

5. There are times when the national security requires that certain research 
be carried on in secret and requires further that the results of that re- 
search be classified as secret or confidential. In these circumstances, it is 
proper for the university, or for a faculty member of the university, to carry 
on secret research and to permit the results of that research to be classified. 
In all other circumstances, however, secrecy of research and classification 
of knowledge are incompatible with the university's commitment to the ad- 
vancement of learning, and the university should not contract for any such 
research, whether with government or with private industry, and no faculty 
member should participate in any such research. 

6. In ordinary contract research, where the national security is not involved, 
the faculty member's responsibUity to scholarship remains unqualified. His 
task is to seek and report the truth, not to marshal the evidence for a pre- 
conceived judgment. If there are any pressures upon him to accept non- 
scholarly limitations upon his enquiry, or to ignore or suppress any of his 
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findings, he should renounce the work in hand or else resign his academic 
position. So long as he remains a faculty member, his commitment to the 
truth, the whole truth, and nothing but the truth must not be com- 
promised. 

7. As a private individual, acting wholly outside his university connections, 
the faculty member may, of course, make whatever arrangements he may 
wish with whatever persons or organizations might want to engage his 
services. 

8. The canons of objectivity in research do not abrogate the researcher's 
moral obligations to his fellow man. When the object of study is a human 
being, the researcher must do everything in his power to protect and pre- 
serve the dignity of the person or persons he is studying. 

II. Responsibilities to Students 

As a teacher, the faculty member has the r .sponsibility for creating in his class- 
room or laboratory and in his relations with students a climate that stimulates and 
encourages the student's endeavors to learn. To the best of his ability, he exemp- 
lifies high scholarly standards, and he respects and fosters the student's freedom 
to choose and pursue his own goals. 

1. The teacher has the obligation to make clear the objectives of the course 
or program, to establish requirements, to set standards of achievement, and 
to evaluate the student's performance. 

2. The student is entitled to the same intellectual freedom which the teacher 
himself enjoys. The teacher must respect that freedom. He may not impose 
restraints upon the student's search for or consideration of diverse or con- 
trary opinion. 

3. The student's freedom to learn must be protected from assault by others. 
Repressive or disruptive actions on the part of some students must not be 
permitted to interfere with the learning activities of other students. 

4. The teacher has the obligation of meeting his classes as scheduled or, when 
circumstances prevent this, of making appropriate alternative arrange- 
ments. 

5. The teacher has the obligation of teaching his courses in a manner that 
is consistent with the course description published in the catalogue. He 
must not persistently intrude into his classes such materials or such personal 
views as haVe no relation to the subject matter of the course. 

6. On controversial issues within the scope of the course, the full range of 
opinion should be presented. When the teacher presents his own views on 
these issues, he should always identify them as such. 
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7. The distinction between established fact and speculative opinion must be 
maintained as clearly as possible. Wherever values and judgements con* 
stitute part of the subject matter, they should be identified as such. 

8. The teacher owes to the student and to the university a fair and impartial 
evaluation of the student's work. Such evaluation should be consistent 
with the standards of the institution and must not be influenced by such 
factors as religion, race, sex, or political views, or be based on the student's 
agreement with the teacher's opinions on matters of controversy within 
the discipline. 

9. The teacher has certain obligations as the intellectual guide and counselor 
to his students. He should make himself reasonably available to his students 
and should publicize the times and places of his availability. 

10. In advising a student, the teacher must take every reasonable precaution 
to insure that the information he hands out is accurate. The progress of a 
student toward the achievement of his academic goals must not be thwarted 
or retarded because the teacher has neglected his obligations as an adviser or 
counselor. 

11. Advising or counseling students sometimes results in confidential disclo- 
sures by the student to the teacher. Thes&iconfidences must be scrupu- 
lou.sly respected. 

12. A student must never be used for the teacher's personal or private gain. If 
a student makes any contribution to the teacher's work, such contribution 
must be fully acknowledged. 

III. Responsibilities to G>lleagues 

The faculty member's responsibilities to his colleagues derive from their common 
membership ir. the community of scholars. 

1. The faculty member must respect the freedom of inquiry of his associates 
and must, when necessary, defend it from assult by others. 

2. He must avoid any interference with the work of his colleagues. 

3. In the exchange of criticism and ideas, he must show due respect for his 
colleague's opinions. In expressing disagreement, he must refrain from per- 
sonal denigeration or vilification. 

4. He must always acknowledge his colleagues' contribution to his work. 

5. When called upon by appropriate authority to evaluate a colleague the 
faculty member must be candid in his reply. He must, however, be careful 
to confine his judgment to professionally relevant matter. 
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IV. RespoiisibilUics to the University. 



The faculty member's primary responsibility to his university is to seek to realize 
his maximum potential as an effective scholar and teacher. In addition to the work 
of instruction and research or scholarship, his duties may from time' to time include 
service on committees, attendance at meetings, participation in group delitjerations, 
and participation in academic ceremonies. Further: 

1. Where he intends it or not, the faculty memtjer is often perceived as a rep- 
resentative of his university. He must be conscious of this, and he should 
exercise his rights and freedoms as a private person with reasonable regard 
for the possibility of confusion between his professional status and his 
status as a private citizen. 

2. When a faculty member acts or speaks primarily as a private citizen, he 
should exercise reasonable care to insure that his action or speech is seen 
as his own and not as that of an official representative or spokesman of the 
university. 

3. The faculty member must never attempt to exploit his standing within the 
university for private or personal gain. He may, on appropriate occasions, 
cite his connection with the university, but only for the purposes of identi- 
fication. He must not permit the impression to prevail that the university 
in any way sponsors his private activities. 

4. University facilities, equipment, supplies, etc. may not be used for personal 
or private business except when and as authorized by the university. 

5. Effective faculty participation in the governance of the university promotes 
academic freedom and the goals of the institution. Each faculty member 
should, to the best of his ability, participate in the university's decision 
making processes. He should accept a fair share of the faculty's responsi- 
bility for the day to day operation of the university. 

6. The faculty member must determine the amount and character of any 
work or other activity that he may pursue outside the university with due 
regard to his paramount responsibilities within the university. 

7. During periods of distrubance or high tension on campus, the faculty mem- 
ber should do all he can to prevent acts of destruction or violence. 

8. The faculty member has the duty of constant effort to insure that the reg- 
ulations of the university are designed to achieve the university's goals 
and that they shall be in accord with the principles of academic freedom. 
Recognizing the importance of order within the institution, the responsible 
faculty member observes the regulations of the university, but in no way 
abdicates his right to attempt to reform those regulations by any appro- 
priate orderly means. 
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V. Rei$[)oiisibility to the Coriinuiriity 



As a member of his community, the faculty member has the rights and prerogatives, 
the obligations and the duties of any citizen. These include the right to join politi- 
cal or other associations, to convene and conduct public meetings, and to publicize 
his opinions on political and social issues. His status as faculty member in no way 
detracts from his status as citizen in the larger community outside the university. 

Because academic freedom has traditionally included the faculty member's 
full freedom as a citizen, most faculty members face no irresolvable conflicts be- 
tween the claims of politics, social action, and conscience on the one hand and the 
claims and expectations of their students, colleagues, and institutions on the other. 
However, if such conflicts become acute, and the faculty member's attentions to 
his obligations as a citizen and moral agent preclude the fulfillment of substantial 
academic obligations, he cannot escape the responsibility of choice, but should 
either request a leave of absence or resign his academic position. 

—Respectfully submitted by 

THE COMMITTEE ON FACULTY 
ETHICS AND RESPONSIBILITY 

3 May 1971 



ERIC 



70 

74 



Uniform Rules of Personal Conduct at Universities 
Under the Jurisdiction of the State Board of Regrents 

(As Revised by State Board of Regents, June, 1971 and October, 1973) 

(I) Definitions. For purposes of these rules, the following words shall have the 
' meaning set forth unless the context requires otherwise. 

(a) "Board" means the State Board of Regents, State of Iowa. 

(b) "University" means an institution of higher learning under the jurisdic- 
tion of the board. When used in the plural, the word means all institu- 
tions of higher learning under the jurisdiction of the board. 

(c) "President" means the president (or acting president) of the university 
or any person or persons designated by him to act on his behalf for 
purposes of these rules. 

(d) "Campus" includes all property owned or used by the university. 

(e) "Student" means a person who is currently registered as a student at the 
university in an undergraduate, graduate or professional program on the 
campus. 

(f ) "Member of the faculty or staff" includes all employees of the university. 

(g) "Visitor" means any person on the campus who is not a student or a 
member of the faculty or staff. A suspended member of the faculty or 
staff, or a suspended student, who is on the campus during the period of 
such suspension shall be deemed a visitor. 

(h) "Person" means any student, member of the faculty or staff, or visitor. 

(i) "Admission" means admission, re-admission, re-entry, registration, and 
re-registration as a student to any educational program of the university. 

(j) "Suspension of a member of the faculty or staff" means that during a 
specified period of time, the member of the faculty or staff is not eligible 
to continue as an employee of the university, or to resume his employ- 
ment status or to be granted admission as a student. Subject to other 
rule.s and regulations of each institution concerning continued employ- 
ment by the institution, a member of the faculty or staff who has been 
suspended for a -.pecific period shall be reinstated by the university at 
the expiration of the suspension period provided that during the suspen- 
sion period the member of the faculty or staff has not committed acts 
of misconduct specified in (2) below. One under such suspension whose 
reemployment is denied on the basis of alleged acts of misconduct 
committed during his suspension period shall have a right to a hearing 
on that issue as provided in section (3). 

(k) "Suspension of a student" means that during a specified period of time, 
the student shall be denied admission to the university or employment 
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by it. Subject to the rules and regulations of each institution concerning 
enrollment at the institution, a suspended student shall be reinstated to 
the university at the expiration of the suspension period provided that 
during the suspension period the student has not committed acts of 
misconduct specified in (2) below. A suspended student whose re- 
instatement is denied on the basis of alleged acts of misconduct com- 
mitted during this suspension period shall have a right to^a hearing on 
that issue, as provided in section (3). 

(1) **Expulsion of a student" means termination of his status as a student 
without right of ro-admissioh. 

(m) ''Dismissal of a member of the faculty or staff" means termination of 
his status as an employee without right of reemployment. 

(2) Rules oi Personal Conduct. Any persons-student, member of the faculty or 
staff, or visitor— who intentionally commits, attempts to commit, or incites or 
aids others in committing any of the following acts of misconduct shall be subject 
to disciplinary procedures by the university as hereinafter provided: 

(a) Obstruction or disruption of teaching, research, administration, disciplin- 
ary procedures, or other university or university - authorized function or 
event. 

(b) Unauthorized occupation or use of or unauthorized entry into any 
university facility. However, any entry into, use of, or occupation of 
any university facility by a student or member of the faculty or staff, 
which does not violate any of the other Rules of Personal Conduct set 
forth herein, shall be deemed unauthorized only if specif ically prohibited, 
if that facility is closed at that time to general use or if the person fails 
to comply with proper notice to leave. 

(c) Physical abuse or the threat of physical abuse against any person on the 
campus or at any university-authorized function or event, or other con- 
duct which threatens or endangers the health or safety of any such 
person. 

(d) Theft of or damage to property of the university or of a person on the 
campus. 

(e) Interference with the right of access to university facilities or with. any 
other lawful right of any per "on on the campus. 

(f ) Setting a fire on the campus without proper authority. 

(g) Use or possession on the campus of firearms, ammunition, or other 
dangerous weapons, substances, or materials (except as expressly auth* 
orized by the university), or of bombs, explosives, or explosive or 
incendiary devices prohibited by law. 

(h) Conduct off campus which leads directly to a violation of any sections 
(a) through (g) of this section. 
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(3) SaiictioiKS. 

(a) Any student or member of the faculty or staff who is found after appro- 
priate hearing* to have violated any of the rules of personal conduct 
set forth in (2) above may be sanctioned up to and including suspension, 
expulsion or dismissal. If a suspension is ordered after the start of a 
semester or quarter, however, the time period of the suspension shall 
be deemed co run from the beginning of the semester or quarter rather 
than from the actual date of the order. A faculty or staff member who 
is suspended shall receive no salary during the period of his suspension; 
provided, however, that he shall be paid for work done prior to the date 
of the suspension order. 

(b) A person who applies for admission to or employment by the university 
(either for the first time, or after a term of suspension or dismissal) 
may be denied such admission or employment if it is found that he 
has committed any acts of misconduct specified in (2) above while 
such a person was a visitor on the campus. A person denied admission 
or employment under this section shall have a right to an appropriate 
hearing. 

(c) Any sanction imposed under (a) and (b) above shall have operative 
effect at all universities, and a person not eligible for admission to or 
employment by one university shall be barred similarly at the other 
universities. 

(4) EiiKjrgeiit y Power. 

(a) The president is authorized to declare a state of emergency to exist at 
the institution upon a determination by him that violent actions or 
disruptive activities at the university are r»f such a nature as: 

(1) To present a clear and present danger to the orderly processes of 
the university or to persons or property on the campus, and 

(2) To require extraordinary measures to 

(a) Safeguard persons or property at such institution, or 

(b) Maintain educational or other legitimate institutional func- 
tions. 

(b) The state of emergency shall cease to exist automatically 48 hours 
after it is declared unless the president, after reviewing the situation, 
determines that it should be extended, such determination to be made 
under the standards established in (l)and (2) above. Each extension shall 



* Appropriate hearing as used throughout these Rules means pursuant to existing 
hearing procedures in effect at the university for students and members of the 
faculty and staff. 
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be for a maximum period of 48 hours with a new determination being 
made for each extension. The president may declare the state of emer- 
gency to be over before the 48-hour period has run. 

(c) As soon as feasible after declaring a state of emergency, the president 
shall notify the board of his actions. 

(d) Upon a finding by the president as set forth in (4) (a) above, the presi- 
dent is authorized to take such action as, in his judgment, may be 
necessary to eliminate or alleviate a clear and present danger to the 
orderly processes of the university AND to safeguard persons or pro- 
perty at the university or to maintain educational or other legitimate 
university functions including barring a particular person or persons 
from the campus. 

(5) Sanctions Under Emergency Power 

(a) Any person who, after appropriate hearing is found to have violated 
knowingly a presidential order issued as contemplated in section (4) 
above may be expelled or dismissed from the university. 

(b) Any person who, after appropriate hearing, is found to have violated 
during a state of emergency—knowing that a state of emergency has 
been declared-any of the Regents' Rules of Personal Conduct, set forth 
in section (2) of this policy, may be expelled or dismissed from the 
university. 

(c) Any person who, after appropriate hearing, is found to have violated 
knowingly a presidential order as contemplated in section (4) above and 
- knowing that a state of emergency has been declared— is found to have 
violated during the state of emergency any of the Regents' Rules of 
Personal Conduct, set forth in section (2) of this policy, may be 
expelled or dismissed from the university. 

(d) Any sanction imposed under this section shall have operative effect at 
all universities, and a person not eligible for admission to or employ- 
ment by one university shall be barred simUiarly at the other univer- 
sities. 

(6) Constitutional Rights. The foregoing rules shall be construed so as not to 
abridge any person's constitutional right of free expression of thought or 
opinion, including the traditional American right to assemble peaceably and to 
petition authorities. 
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Disciplinary Sanctions Short of Dismissal 



This procedure is for use in those cases in which the administration seeks 
formally to invoke disciplinary sanctions short of dismissal upon a faculty member 
who is alleged to have violated a provision of the Regents' Rules of Conduct, the 
Statement on Professional Ethics and Academic Responsibility, or the established 
regulations of the university. It is a procedure for determining, as nearly as 
possible, the true facts of the case, for evaluating the seriousness of the violation 
(if, in fact, such violation did occur), and for determining what sanctions, if any, 
are to be imposed. The procedure is designed to insure that these determinations 
and this evaluation shall take place in accordance with the requirements of due 
process, 

I. 

When, on iKe basis of informal inquiry into the alleged misconduct of some 
member of the faculty, the provost of the university concludes that the formal 
imposition of a disciplinary sanction is necessary or desirable, he may initiate this 
procedure by writing a letter to the faculty member (copy to the chairman of 
the Faculty Welfare Committee), formally charging him with misconduct. In 
this letter, the provost shall 

1. cite the specif ic provision of the Regents' Rules of Conduct, the Statement 
on Professional Ethics and Academic Responsibility, or the established 
regulations of the university alleged to have been violated; 

2. briefly describe the act, and the circumstances surrounding the act, which 
constitutes the alleged violation; and 

3. stipulate the sanction which the university intends to impose. 

II. 

Upon receipt of the provost's letter, the accused faculty member may do one 
of two things: 

1. He may acknowledge the misconduct and accept the proposed sanction. 
This can be done in two ways: 

a. The faculty member may, within five class days from the date of 
the provost's letter, send a letter of acknowledgement and accept- 
ance to the provost; or 

b. the faculty member may do nothing. 

However the faculty member may choose to act, the provost may, six class 
days after the date of his initiatory letter, in a letter to the president 
(copies to the accused faculty member and to the chairman of the Faculty 
Welfare Committee), recommend that such-and-such sanction be imposed. 
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The president shall, within ten class days from the date of the pro- 
yost's letter of recommendation, act upon this recommendation, (a) accept- 
ing, (b) accepting with meliorative modification, or (c) rejecting the re- 
commendation. The president's action shall be set forth in a letter to 
the provost (copies to the accused faculty member and to the chairman of 
the Faculty Welfare Committee). The president's action closes the case. 

2. He may, in a letter written to the chairman of the Faculty Welfare Com- 
mittee (copy to the provost) within five class days from the date of the 
provost's initiatory letter, deny the charge, or protest the sanction and re- 
quest a hearing before the Faculty Disciplinary Committee. 

If the faculty member requests a hearing on the charges, the chairman 
of the Faculty Welfare Committee shall make arrangements for such a 
hearing, to be held at some mutually agreeable time within fifteen class 
days from the date on which the faculty member sent his letter to the 
chairman, unless by written mutual agreement between the provost and 
the accused faculty member, a later date is chosen. 

III. 

The hearing shall be held before the Faculty Disciplinary Committee, which 
shall consist of five faculty members chosen from the Panel on Faculty Conduct. 

The Panel on Faculty Conduct shall consist of fifteen faculty members, 
elected for five-year terms by the faculty at large from a list of nominees 
prepared by the Committee on Committees, the terms to be staggered so that one 
fifth of the total number of terms shall expire each year. Members of the panel 
shall be indefinitely eligible for renomination and reelection. 

-The Committee on Committees shall choose its nominees so as to obtain a 
reasonable fair distribution of panel members among the several colleges and the 
noncoUegiate faculty. The committee shall be especially solicitous to see to it 
tilSt all instructional ranks are represented on the ;>anel. If possible, the panel 
should at all times include at least two members from each instructional rank. 

The Faculty Disciplinary Committee shall be chosen from the panel on Faculty 
Conduct in the following manner. The entire list of names on the panel shall be 
submitted to the provost and to the faculty member who is being charged, and each 
of these Iwo persons shall have the right to strike as many as five names from 
the list. The chairman of the Faculty Welfare Committee shall choose the five mem- 
bers of the Faculty Disciplinary Committee from whatever names remain after 
this process has been completed. The Faculty Disciplinary Committee shall elect 
one of its own members to serve as chairman. 
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IV. 



The hearings shall be open unless the faculty member requests, in writing, 
that it be closed. Even in a closed hearing, however, each party to the dispute 
shall be permitted to designate as many as three persons who shall be admitted as 
observers. 

The persons officially authorized to be present at the hearing shall be: 

1. The members of the Faculty Disciplinary Committee. 

2. The provost (or his designated representative) and an adviser or counsel. 

i 

3. The accused faculty member and his adviser or counsel and a representative 
from each of such voluntary faculty welfare organizations as the faculty 
member may choose to designate. 

4. Witnesses lor both parties. 

5. A recorder or recorders, designated by the chairman of the Faculty Disci- 
plinary Committee. 

6. Designated observers. 

7. Such other observers as the chairman of the Faculty Disciplinary Com- 
mittee may, with the concurrence of a majority of the coTnmittee, choose 
to invite. 

A tape recording and/or a verbatim transcript shall be made. After the case 
is closed, the tape and/or the transcript shall be placed in the custody of the 
chairman of the Faculty Welfare Committee, who shall keep it (them) in a safe 
place for two years, after which it (they) may be destroyed. During this time, 
all parties to the dispute shall have reasonable access to the tape and/or the tran- 
script and shall be permitted, at their own expense, to make copies thereof. 

The chairman of the Faculty Disciplinary Committee shall rule on all pro- 
cedural matters, and such matters may, at the chairman *s discretion, be discussed 
off the record. The rulings of the chairman may be appealed to the entire com- 
mittee, and a majority vote of the committee shall sustain the appeal. If the appeal 
fails to win a majority, the ruling of the chairman shall prevail. 

The chairman shall have authority, subject to appeal to the entire committee, 
to exclude from the hearing any person who disrupts the proceedings, and any per- 
son who refuses to obey the order of the chairman to leave the hearing room shall 
be deemed in violation of university regulations. If the chairman deems it neces- 
sary to close the hearing in order to avoid continued disruption, he may, with the 
approval of a majority of the committee, close the hearing. 
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V. 



In the hearing, the burden of proof shall rest upon the provost (or his desig- 
nated representative), and the charges must be supported by a preponderance of the 
evidence. The provost's evidence, including written statements and the testimony 
of witnesses, shall therefore be presented first. 

The accused faculty member and/or his counsel shall be permitted to cross- 
examine the provost (or his designated representative) and to cross-examine each 
witness at the conclusion of his testimony. 

The members of the Faculty Disciplinary Committee shall be permitted to ask 
questions at any time. 

In the event that the provost fails to meet the burden of proof placed upon 
him, the committee shall recommend to the President the charges be dismissed 
without requiring the presentation of a defense. 

The accused faculty mem^/ shall then be permitted to present his evidence, 
including written statemer . ana the testimony of witnesses, and, again, cross- 
examination by the opposite party, and jquestions from the members of the 
Faculty Disciplinary Committee, shall be permitted. 

In the presentation of evidence, strict conformity with the legal rules of 
evidence shall not be required, but the chairman of the Faculty Disciplinary Com- 
mittee shall have authority to rule, subject to appeal to the entire committee on 
the admissibility of evidence. 

After completion of the presentation of evidence by both parties, each party 
shall be permitted a rebuttal and/or a summary statement. 

After completion of the summary statements, the hearing shall be terminated. 

VI. 

Within five class days after the termination of the hearing the Faculty Dis* 
ciplinary Committee shall make its recommendation. The committee may 

1. consent to the sanction proposed by the provost; or 

2. reject the proposed sanction, but consent to a lesser sanction; or 

3. recognize the violation but find that no sanction is in fact appropriate; 
or 

4. recommend dismissal of the charges. 

The committee shall announce its recommendation in a letter addressed to the 
president, the provost, and the accused faculty member (copy to the chairman of 
the Faculty Welfare Committee). 
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In the event that the committee's recommendation is to consent to a sanction, 
the president shall allow six class days to lapse before he takes action. If he 
receives no appeal from the accused faculty member during those six class days, 
he may then act. Within the next five class days, he may 

1. impose the sanction consented to by the committee, 

2. impose a different sanction, or 

3. dismiss the charges. 

The president's action closes the on-campus case, but this action may be ;ippealed 
to the Board of Regents. 

VII. 

The sanctions which may be proposed by the provost and recommended by 
the Faculty Disciplinary Committee shall conform to the requirements of the Re- 
gents' Rules of Personal Conduct, and they are: 

1. A letter of censure from the president, to be placed in the faculty mem- 
ber's permanent file. 

2. Monetary damages in reparation for whatever financial loss the university 
may have incurred as a result of Ihe faculty member's misconduct. 

3. Suspension, without pay, for a period of time not to exceed two years. 

4. A combination of any two or more of the above. 

VIII. 

The recommendation of the Faculty Disciplinary Committee may be appealed 
to the president in a letter written by the faculty member or the provost within 
five class days after the issuance of the recommendation. The president shall 
act upon the appeal within five class days. 

^ The president's action may, with the consent of the Board, be appealed to the 
Board of Regents. The decision of the Board of Regents shall be, so far as the 
university is concerned, final. The faculty member may, of course, seek relief in 
the civil courts. 

Should questions arise concerning conflicts of this document with the Regents' 
Rules of Personal Conduct, the Regents' Rules of Personal Conduct take precedence 
over the provisions of this policy. 
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Pk-ocedure for Handling Faculty Dismissal Cases 
Preamble 

The following procedure is adopted for the handling of cases in which the 
issue is whether a faculty member should be discharged from employment for 
cause. It is a dismissal procedure, applying primarily to the dismissal of faculty 
members with tenure. It applies to faculty members on probationary or temporary 
appointment only in the event that the dismissal under consideration should come 
before the expiration of the term of appointment. It is not a grievance procedure, 
which is to say that failure to grant promotions, leaves of absence, salary increases, 
or renewals of term appointments is not a basis for invoking this procedure. It 
is designed to serve the best interests of, and to be fair to, both the individual 
concerned and the university. 

This procedure recognizes the statutory power of the State Board of Regents 
to employ and to discharge members of the faculty of this university. The estab- 
lishment of a procedure for handling dismissal cases is an attempt to provide a 
reasonable means of furnishing to the Regents a sound basis for their decision and 
to provide reasonable . guarantees of compliance with enlightened standards of 
academic due process especially as these are enunciated in the **1940 Statement 
of Principles of Academic Freedom and Tenure'* by the American Association of 
University Professors and the Association of American Colleges, and promulgated 
in the "Statement on Procedural Standards in Faculty Dismissal Proceedings** 
adopted by the Council of the American Association of University Professors in 
November, 1957, and by the Association of American Colleges at its annual 
meeting in January, 1958. 

1. ''Out of Courl" Settlement 

If a question of fitness arises regarding a faculty member who has tenure or 
whose term of appointment as a faculty member has not expired, every effort 
should be made to settle it "out of court". That is, before any formal action is 
taken, conscientious attempts should be made to adjust the matter in conver- 
sations between the faculty member concerned and his department head or his 
dean. If these fail, there should be at least one relatively informal conference of 
the faculty member, the dean, or head of his department, and a representative of 
the Provost. To this conference the faculty member should have the privilege of 
bringing a colleague of his own choosing. 

2. Preliminary Investigation 

If agreement cannot be reached "out of court,** the Provost should request 
the Faculty Welfare Committee to appoint a committee of three, at least one of 
whom is a member of the Faculty Welfare Committee, to inquire quickly and 

84 



89 



informally into the affair and to decide whether in their opinion formal proceed* 
ings are justified. If in reporting to the Provost this committee recommends such 
proceedings, or if the Provost, regardless of the committee's recommendations, 
wishes them, formal proceedings should begin. 

3. Written Statements 

Formal proceedings should begin by a written set of specifications from the 
Provost outlining with reasonable particularity the grounds for proposed dis- 
missal, and stating as fully as may be the facts relied on for dismissal, and the 
names of witnesses to these facts, together with references to any rules or regula- 
tions allegedly broken. In addition, the specifications should outline in detail 
the procedure to be followed and should inform the faculty member concerning 
his procedural rights. If he wishes to contest the charges against, him, the faculty 
member should reply in writing, answering each of the charges. He should be 
given sufficient time to prepare his reply, in no case fewer than twenty class days 
or more than thirty class days from the time he receives the formal charges. If he 
chooses, the faculty member may waive his right to a formal hearing, jmd allow 
his written statement to constitute his defense. 

4. Formation of the Hearing Committee 

As soon as the Provost sends formal charges to the faculty member concerned, 
he should inform the chairman of the Senate, and that body shall immediately set 
in motion the procedure described below for selection of a group of five faculty 
members to act as a hearing committee. These shall be persons of objectivity and 
competence who are high in the regard of the faculty as a whole. No member 
should be chosen from the Senate or from the preliminary committee of three. Ex- 
cept in unusual circumstances, no member of the accused's department should 
serve on this committee. The hearing committee should elect its own chairman. 

a. Within five days the Provost of the University and the chairman of the 
Senate shall each (without consultation with one another) present in 
writing to the Senate the names of twenty -five faculty members who they 
feel would make a fair judgment of all the facts pertinent to the case. 
In compUing the list, each should keep in mind the restrictions on mem- 
bership for the hearing committee described above. Neither list should 
contain more than five members of any department or bureau. If the 
chairman of the Senate is a member of the accused's department, the vice- 
chairman shall submit this list. 

b. The elected members of the Senate (exclusive of the officer who submitted 
the list of twenty-five names) shall select, by secret ballot, a total of 
twenty -five faculty members from the lists submitted to them. If the 
first ballot does not provide a consensus of twenty-five names^ or if more 
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than five names are from any one department or bureau, subsequent 
ballots may be cast. 

c. One copy of this list must be submitted to the faculty member and one 
copy to the Provost (or other administrative officer responsible for the 
general supervision of the work of the faculty member and responsible 
for initiating the dismissal recommendation). The Provost of the university 
(or other administrative officer responsible for the general supervision of 
the work of the faculty member and responsible for initiating the dis- 
missal recommendation) and the faculty member may strike off the names 
of not more than 10 individuals on the list who, in their judgment, should 
not serve on the committee. In addition, each may check the names of 
five or more individuals whom he would not recommend as suitable 
members of the committee. These lists are to be signed and returned to 
the Senate. 

d. After receiving the two lists the elected members of the Senate shall 
designate a committee of five consisting of those who have been recom- 
mended by both the department head and the faculty member as in- 
dicated by their checks on the lists. If the number of names checked by 
both the department head and the faculty member is less than five, add- 
itional names will be chosen from those names that have not been crossed 
off by either party. 



5. The Hearing 

First, the hearing committee should consider the formal charges and the 
faculty member's reply. If the faculty member has waived his right to a formal 
hearing, the committee should decide, on the basis of available information, 
whether or not the person concerned should be removed. If a hearing is not waived, 
it should be set for as early a date as is practicable. Hearings will ordinarily be 
open, but the accused shall have the right to request a closed meeting. In such 
case, the hearing committee shall make the final decision as to whether the 
hearing shall be open or closed. If the committee denies the accused's request for 
a closed hearing, it shall file a memorandum decision as part of the record in the 
case, giving reasons for the said denial. 

In case the facts are in dispute, the committee should determine the order of 
proof. The burden of proof should be on the administration, as the moving 
party, and the charges must be supported by a preponderance of the evidence. 
The Provost, or his representative, should be allowed to attend throughout the 
hearing and to assist in developing the case. However, the committee should 
normally conduct the questioning of witnesses and may request surh additional 
evidence as the case seems to require. The accused shpuld have the right to counsel, 
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whose functions in developing the case parallel those of the Provost or his re- 
presentative. The administration and the accused should have the right to ques- 
tion orally all witnesses appearing before the committee. While formal rules of 
evidence and court procedure are not necessary, the committee establishing its 
own, the accused should have the right to confront adverse witnesses unless un- 
usual circumstances cause the committee to decide otherwise. In every instance in 
which the committee does decide otherwise, all of the evidence and the identity 
of the witness must be disclosed to the accused. 

All evidence should be duly recorded. 

After the evidence is presented, the administration and the accused should be 
allowed a reasonable time to sum up and make oral arguments; the committee 
may, if it likes, require urritten briefs. When the committee is satisfied that each 
side has had its full say, it should make its findings of fact and recommendations 
in private conference. 

The hearing committee should make explicit findings on each of the formal 
charges presented, and should give reasons for each finding. The facul^^y member 
and the Provost should immediately be given a copy of the findings of fact and 
recommendations, together with a transcript of the record if requested. No 
publicity should be given out about the hearing or about the committee's action 
until it is final; then, only the President should have the authority to make the 
formal announcement of the committee's findings and recommendations. The 
President will review the recommendation, giving great weight to the judgment 
of the committee, and will transmit it to the Board of Regents, stating his con- 
currence or disapproval. 

6. The Regents' Decision 

Since the Board of Regents has the final power in matters of dismissal, it 
may choose to review the case. If a decision has been reached to dismiss a 
faculty member with tenure, or terminate during its term the appointment of a 
faculty member without tenure, the Board shall grant any request for review. 
WhUe th^ Board will determine the procedure to be followed at such a review, the 
faculty member shall on request have a right to be heard orally, as specified in the 
Regents Procedural Guide. 

7. Suspension of the Faculty IVlember 

Susper .on of the faculty niember during the proceedings involving him is 
justified only if immediate harm to himself or others is threatened by his con- 
tinuance. Unless legal considerations forbid, any such suspension should be with 
pay. 
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